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Mrs. Marie Starr 


“It is a fast, fast world” is a phrase heard many times 
in recent months. And, indeed, the accomplishments of 
man in the exploration of space are making us more 


aware of this fast, fast world, and its progress. 


Your membership in NSA is your evidence of a “plan 
ahead” to elevate the standards of the secretarial pro- 
fession and thereby elevating the standards of your 
particular job. Our Certified Professional Secretary 
Examination is in its tenth year, our growing Association 
is adding more chapters every month, and our most 
recent accomplishment is the formation of the Future 


Secretaries Association. 


Another NSA year is near its end with our forthcoming 
16th Annual International Convention. Have you charted 
your course to achieve the desired goals you wished to 
accomplish in this year? Is attendance at Convention 
one of your goals? It should be. Progress requires unity, 
understanding, and participation. All of these can be 
found by attending Convention, and your attendance 
will strengthen NSA, your chapter, and you as an in- 


dividual and as a secretary. 





Olive M. Porter 
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Any typing that includes copies deserves sharp, 
black, readable copies. The kind Park Lane® carbon ROYTYP E 
paper gives you. 

The back of the Park Lane carbon is coated with A compiate Sine of bust PP 


a tough vinyl plastic. It can’t curl, won’t slip and ee ee 


wears much longer. Park Lane’s ink formula contains 
pure carnauba wax ...meaning the ink stays where 
it belongs ... doesn’t get on your hands. 


Park Lane is one of Roytype’s finest grades of 
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Royal McBee Corp., Westchester Ave., Port Chester, N. Y. | 
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PARK LANE carbon paper. 
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carbon paper yet it costs mere pennies to use. I — Title 
What weight and finish do you need for your | [ 
particular job? What color? Your Mr. Roytype knows | Company | 
all about carbon paper and he’ll be glad to help you. | Address | 
He knows all about every other office supply need, 
too. Just ask and his full stock and full knowledge | City Zone State l 
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Secretary Marie Starr herewith fur- 
nishes the following as the proposed 
business agenda for the Sixteenth An- 
nual Convention of The National Sec- 
retaries Association (International) to 
be held at the Biltmore Hotel, Los 
Angeles, California, beginning July 19, 
1961, with the official opening at 
9:00 am., Thursday, July 20, 1961. 


Theme: 


Proposed Business Agenda 

Sixteenth Annual Convention 

The National Secretaries Association (internation! 
Biltmore Hotel, Los Angeles, California 

July 19-22, 1961 


““Walk Worthy of Your Profession’’ 


Monday, July 17, 1961 (Pre-Convention) 
Registration: 1:00 p.m. to 5:00 p.m. 


Tuesday, July 18, 1961 (Pre-Convention) 
Registration: 9:00 a.m. to 12:00 noon 
1:00 p.m. to 5:00 p.m. 
7:00 p.m. to 10:00 p.m. 


Wednesday, July 19, 1961 (Pre-Convention) 


Registration: 9:00 a.m. to 10:00 p.m. 

Forums: 9:00 a.m. to 10:15 am.—"“The Developing 
Role of the Secre- 
tary in Administra- 
tive Management” — 
William Cavanagh 

10:30 a.m. to 11:45 p.m.—California Library 
Program—Miss Vir- 
ginia Hughes 

2:00 p.m. to 3:15 p.m.—"“'Listening With the 
Third Ear’’—Judson 
Perkins 

3:30 p.m. to 4:45 p.m.— "Rapid Reading” — 
Mrs. Carol Reed 

12:00 noon—Exhibits Open 

8:00 p.m.—Chapter-at-Large Meeting (to be at- 

tended by members of the Chap- 
ter-at-Large and the Interna- 
tional Board of Directors) 

9:00 p.m.—Open House 

9:30 p.m.—lInformal introduction of current 

officers, officer candidates, and 
Home Trustee candidates 


Thursday, July 20, 1961 


Registration: 8:00 a.m. to 10:00 p.m. 
9:00 a.m.—Opening Session 
Keynote Speaker—Dr. Kevin Mc- 
Cann, President, Defiance College 
Presentation: 
International President 
International Board of Directors 
Executive Secretary 
Special Staff 
Introductions: 
International Committee Chairmen 
Trustees of NSA Home Trust 
Fund 
Members of Institute for Certify- 
ing Secretaries 
International Honorary Members 
Past NSA Officers 
Registration Report 
Rules of Convention 
Agenda 
Anouncements 
Memorial Service 
2:00 noon—Recess 
1:00 p.m.—Secretary-of-the-Year Luncheon 
4:00 p.m.—Division Officers’ Meeting 
(planned program) 
9:00 p.m.—“You and Your Association’’— 
International Board of Directors 
(panel ) 
Followed by meetings in separate 
rooms with: 


1 


Educational Consultant and Education Commit- 


tee 

Dean of Institute for Certifying and CPS Serv- 
ice Committee 

NSA Home Trustees 

Executive Secretary and Editor of THE SEC- 
RETARY 

Board of Directors and Public Relations 
Director 


Friday, July 21, 1961 


8:00 a.m. to 5:00 p.m.—Registration 
8:30 a.m.—Delegates’ Briefing Session 
9:00 a.m.—Reconvene 
Invocation 
Registration Report 
Report of International Secretary-of-the-Year Com- 
mittee 
Report of Nominations Committee 
Introduction of Candidates (each candidate may 
speak for a maximum of two minutes) 
Voting Polls will be open from 12:00 noon to 
3:00 p.m. 
Acceptance of Auditor’s Report 
Report of Institute for Certifying Secretaries 
Report of NSA Home Trust Fund 
12:00 noon—Recess 
1:30 p.m.—Reconvene 
Report of Rules and Bylaws Committee 
*3:00 p.m.—NSA Event—"A Talking Picture of You’— 
Sarah Harding Hunter 
*3:00 p.m.—CPS Event (Invitational) 
5:00 p.m.—Recess 
6:30 p.m.—NSA Home Trust Event 
*Simultaneous 


Saturday, July 22, 1961 


8:00 a.m. to 5:00 p.m.—Registration 
9:00 a.m.—Reconvene 
Invocation 
Registration Report 
Report of Rules and Bylaws Committee 
(continued ) 
Report of Resolutions Committee 
Introduction of Local Committee Chairmen 
Unfinished Business 
Announcements 
12:00 noon—Recess 
1:45 p.m.—Reconvene 
New Business 
Announcement of 1963 Convention Site 
“Good of the Order” 
Report of Tellers Committee 
Presentation of Awards (except the Victor Fren- 
kil Award, Colonel Roane Waring Award, 
President's Awards, and Association Member- 
ship Awards) 
Announcements 
Recess 
8:00 p.m.—Banquet 
Introductions 
Resume Presentation of Awards 
Installation of International Officers 
Official Adjournment 
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standard electric. Carriage return is automatic. It has everything you need to make tough typing a soft 
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“Recognizing the invaluable influence 
of woman’s life in all she touches, we 
resolve to inject into our business asso- 
ciation the highest ideals for which the 
National Secretaries Association stands; 
to lend grace, charm and sobriety to all 
our dealings, and to maintain poise and 
dignity under all conditions and cir- 
cumstances. 

“We resolve to further the interests 
of whatever business we follow, to ex- 
emplify loyalty and conscientiousness, 
and exercise patience at all times. 

“To keep our lives clean and whole- 
some, that our very presence may bring 
life and light to those about us, to en- 
courage ambition, lend hope, and nour- 
ish faith, remembering that the eternal 
laws of God are the only ones under 
which we can truly succeed.” 


Secretarial 


Professtonahty 


by Dr. E. R. Zack 


Director of Personnel Development 


Sperry Gyroscope Company 


Division of Sperry-Rand Corporation 
Great Neck, Long Island, New York 


Before Long Island Chapter 
Nassau County, New York 
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Wi I have the feeling that there are 
two major requirements for profes- 
sionality as a secretary. One of 
them, of course, is technical compe- 
tence in the areas stressed in NSA’s 
certification examination. The other 
is maturity. Maturity in the sense 
I am using it here does not neces- 
sarily have much at all to do with 
chronological age, but rather with 
the way in which the secretary per- 
ceives and defines her role, and how 
she translates this definition into a 
philosophy of interpersonal relations. 


It is this aspect that I am asked 
about most often by groups of this 
kind. Secretaries want to know just 
what it. is in the way of personal 
qualities and philosophies that dis- 
tinguish the truly professional secre- 
tary from the person who is a secre- 
tary merely because she is so labeled 
on an organization chart and has the 
shorthand and typing skills to prove 
it. 

There are probably about as many 
answers to this question..as there 
are people who think about it. Over 
the years I have arrived at the feel- 
ing that there are four such qualities, 
each of which, coincidentally, be- 
gins with the letter “S,” and each 
of which is stated or inferred in the 
Code of Ethics of NSA. 


“To Maintain Poise and Dignity 
Under All Conditions and Cir- 
cumstances.” 


This part of your Code suggests 
to me my first “S’”—the qualities of 
mind and the personal philosophies 
that enable an individual to accept 
and put into proper perspective the 
frustrations, annoyances, irritations 
and tensions that all of us face in 
our work. I suspect the secretary 
faces them as much as, or more than, 
most people because of the nature of 
her job. Acting as a filter between 
her boss and petty annoyances, and 
people she knows will waste his time, 
is a demanding and often nerve- 
racking job. Being pleasant and 
calm under strain is a requirement 
for professional people in any field 
of work. It may be particularly so 
for the secretary who must maintain 
this demeanor in the face of constant 
pressure from two directions—from 


those trying to batter down the door 
of her boss’s office, and often enough 
from her boss himself, when his own 
pressures mount up and make him 
grouchy and tense, when work piles 
up, when everything seems to go 
wrong at once. I am referring to the 
quality of SERENITY. I make a 
sharp distinction in my own mind 
between serenity on the one hand 
and smugness or complacency on the 
other. These latter come from stu- 
pidity and conceit. Serenity comes 
from maturity of personal phil- 
osophy. 


“To Further the Interests of What- 
ever Business We Follow, To 
Exemplify Loyalty and Con- 
scientiousness.” 

This translates into my second 
“S”—a small word about which a 
book could be written. It is another 
of the personal philosophies that dis- 
tinguish the secretary who looks on 
her job as eight hours a day to be 
put in between pay checks, from the 
secretary who regards her job as her 
profession—with all of the obliga- 
tions and demands which profession- 
ality always imposes. One of its 
major facets is personal integrity and 
loyalty—the qualities of mind that 
suggest that right or wrong he is your 
boss, and that as long as you are 
working for him you owe him your 
complete loyalty. 

It involves discretion—the avoid- 
ance of gossip about everything con- 
nected with your work—outside or 
inside the office. It requires suppres- 
sion of the temptation to talk about 
dramatic, exciting things that you 
have learned of because of the privi- 
leged and responsible nature of your 
position. 

It involves going out of your way 
to learn as much as you possibly can 
about your boss’s operation and 
about the business as a whole, so 
that you can help further the inter- 
ests of both to the greatest possible 
extent. 

It even involves such relatively 
simple things as consistently coming 
to work on time and, when necessary, 
cheerfully working late. It sums up 
to my second “S”—SINCERITY. 
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“To Exercise Patience at All 
Times; To Encourage Ambition, 
Lend Hope.” 

Here, again, the obligations im- 
posed by professionality are clear 
and forthright. When we consider 
this portion of your Code we are not 
talking specifically about tact and 
everyday courtesy, but rather about 
the root quality from which genuine 
tact and courtesy grow. Unless they 
grow out of this root quality, tact, 
and courtesy are not basic human 
relations philosophies, but merely 
fragile superficial mannerisms that 
crumble when the going gets rough. 
The secretary deals with a large 
number of people, at all levels, every 
day. She is faced with the very nat- 
ural temptation to equate her pa- 
tience and her tact to the organiza- 
tional level of the individual with 
whom she happens to be dealing at 
any particular time. By definition, 
professionality rules out this sort of 
thing, and requires that “strategy” 
or “expediency” be the least of the 
factors that influence the secretary 
in her treatment of people. 


There can be no genuine patience, 
tact, or courtesy without understand- 
ing—without recognition of the fact 
that each person, no matter what his 
level, has his importance in the 
scheme of things. Each individual 
has his needs, drives, goals, motiva- 
tions and problems. All of these are 
important, seen through the eyes of 
the person who has them, no matter 
how trivial or inconsequential they 
might seem if they were measured 
against some absolute scale of im- 
portance. 

Without this sort of understanding 
my third “S” cannot exist. This third 
“S” has been given a variety of labels 
by different kinds of people. Psychol- 
ogists call it “empathy.” Public rela- 
tions people call it “identification.” 
I prefer to give it a broader title and 
call it SYMPATHY. In the sense I 
am using it, the word does not sug- 
gest that the secretary make a cry- 
ing towel of herself, or offer her good 
right shoulder to the world and his 
brother to cry on. It means simply 
a mature recognition that while there 
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may be relatively unimportant jobs, 
there are no unimportant people. 
Another way: of saying this is that 
the professional does not have dif- 
ferent levels of patience, interest, 
courtesy, and helpfulness which she 
measures out in accordance with the 
rank or the status of whomever she 
happens to be dealing with at any 
particular time. 


This thought leads us naturally, 
I think, into the last excerpt from 
your Code of Ethics. 


“To Remember That the Eternal 
Laws of God Are the Only Ones 
Under Which We Can Truly 
Succeed.” 

At first thought, this is a seem- 
ingly simple statement of creed. It 
grows increasingly complex the more 
you think about it. We can ask our- 
selves, for example, “What is suc- 
cess?” Or, “At what point of 
accomplishment is a person justified 
in saying, ‘I am successful. I have 
arrived.’ ” 


I believe there are no absolute 
definitions of success. I tend to feel 
that success is partially measurable 
from a number of different perspec- 
tives. One of these, certainly, is 
material. Most of us have some defi- 
nite financial goals, the height of 
which is dictated at any particular 
stage partly by what we need to 
have and partly by what we would 
like to have. 


Another aspect of success for most 
of us is the feeling that we are 
wanted and needed, and are playing 
a worthwhile part in the achievement 
of broad, important goals. 


And of course, there are addi- 
tional indices of success far too 
numerous to mention, simply be- 
cause, beyond a certain minimal 
point we measure success in terms 
of how much we want as opposed to 
how much we need. As a consequence, 
beyond that certain point, the defi- 
nition of success becomes a highly 
individualized thing and there are 
probably as many definitions as there 
are people defining it. 


One thing is perfectly clear. If 
one’s definition of, and _ striv- 
ing for, success is too narrow and 
is pointed only at the acquisition 
of more and more material posses- 
sions, or at the acquisition of more 
and more personal status and power, 
the individual will spend a frustrated 
lifetime chasing a_ will-of-the-wisp 
that neither he nor anyone else can 
ever catch. No matter how much he 
accumulates, he never reaches the 
end of the road. So it seems clear 
that while money, position, and 
status should legitimately figure in 
the thinking of all of us, our defini- 
tion of success must go beyond these 
things and include the development 
of ourselves as decent human beings. 
This may sound somewhat abstract 
and inspirational, but it is, never- 
theless, something on which religion 
and science are in complete agree- 
ment. An impressive number of 
valid socio-psychological studies offer 
convincing evidence that failure to 
use it as a guidepost can easily re- 
sult in warped, immature personali- 
ties, which have in them the seeds 
of their own unhappiness and poten- 
tial destruction. 


This suggests to me that you and 
I, as professionals, must strive to re- 
tain a sense of balance that will keep 
us from losing our heads because we 
have important jobs, or are basking 
in the reflected glory of the person 
for whom we work. Graciousness is 
invariably one of the key signs of the 
mature personality. Arrogance and 
disproportionate pride of position are 
the privileges of little people and 
neurotics. It seems to me that this 
sense of balance and proper humility, 
this lack of arrogance, conceit, and 
pretentiousness can be summed up 
in my fourth “S”—SIMPLICITY. 

Now you may be thinking that 
these four “S’s” are difficult to 
achieve. I agree with you that they 
are. But the road to true profession- 
ality is always a steep and rocky 
one; to travel it requires high ideals, 
determination, solid hard work, and 
willingness to pay the price. 
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BUSINESS LETTERS, Smart, Mc- 
Kelvey and Gerfen, Harper & 
Brothers, New York, Fourth Edi- 
tion, 1957 

This text is on an adult level, for 
college students seriously studying 
letter-writing techniques, or for work- 
ing correspondents. Possibly one- 
third of the entire content covers 
problems, a section for each chapter. 

The authors fully meet the six 
purposes presented in the Foreword. 
These purposes are: 

1. To present a bird’s-eye view of 
the field with which each type of 
letter deals, so that the student may 
see the relation of his problems to 
the field as a whole. 

2. To present the principles in- 
volved in each type of letter and thus 
furnish specific guidance in handling 
the problems. These principles are 


in an orderly way but more as they 
would be if a person were examining 
the situation or article for the first 
time. They are to be organized by 
the student and properly phrased. 


6. To give, in handbook form, the 
essentials of sentence structure and 
punctuation, with a ready reference 
chart for correction. 


The book is interesting, practical, 
modern, and carefully arranged. In 
spite of the fact that it contains more 
than 600 pages, the examples and 
problems take up so much of this 
that the points themselves can be 
well covered in a reasonable length 
of time. The examples and problems, 
then, need be referred to only when 
desired. It is evident that examples 
and problems are taken from real 
situations. Companies of outstanding 
reputation have contributed to the 








he Secretary 's Library 


definite without being dogmatic and 
are supplemented by cautions against 
common errors. 

3. To illustrate the different ele- 
ments and types of letters by numer- 
ous examples in the text. The illus- 
trations have been selected so that 
they will represent the best practice 
of progressive firms. 

4. To present at the end of each 
chapter a variety of exercises for in- 
dividual or class analysis. In most 
cases both good and bad examples 
appear together, with no indication 
of which class they represent. A dis- 
cussion of them, therefore, requires 
discriminating knowledge of the prin- 
ciples involved. 

5. To provide a variety of prob- 
lems, with sufficient data for the writ- 
ing of specific letters. In many of the 
problems the data are arranged not 
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book, and it is assumed that these 
companies have supplied the “cream 
of the crop” of both satisfactory and 
unsatisfactory ways to handle the 
problems. 


The letter-writing studies are more 
involved than a secretary would need 
in studying for the CPS examination, 
but they are not too involved for her 
actual business experience. The sec- 
tions on “Today’s Approach to Let- 
ters” and the “Handbook of English 
for Business” are particularly val- 
uable. The entire book contains ele- 
ments of business procedure and the 
reasoning behind them, and, from a 
psychological viewpoint, diplomatic 
ways of handling situations, whether 
or not letters are written. 

This book would help a secretary 
develop the ability to handle corre- 
spondence on her own, or it would be 


helpful as brush-up material to a sec- 
retary already equipped to handle 
correspondence without dictation. 

Reviewers: Harriett R. Moistner, 
CPS, Indianapolis, Indiana; and Mrs. 
Anna Mae Rosendorn, CPS, Be- 
thesda, Maryland. 


MODERN OFFICE MANAGE. 
MENT, Littlefield and Peterson, 
Prentice-Hall, Inc., 1957 

This text is designed for students 
in office management at the college 
level. 

The first unit of the book covers 
the areas, problems, and philosophy 
of office management. The scientific 
management movement of _ recent 
years is described, and an outline of 
the scientific approach to planning 
and problem-solving is shown. At the 
end of each chapter a list of ques- 
tions is given for study and discus- 
sion. Most of the questions concern 
material from the chapter but call 
for thought on the part of the reader. 
Two or three problems for solution 
by the reader are presented at the 
end of each chapter. 

Unit 2 covers organizational prin- 
ciples, line and staff relationships, 
organizational arrangements for office 
work, centralization, individual job 
content, and techniques of organiza- 
tional analysis. 

Units 3 and 4 discuss informa- 
tion that would come under the Sec- 
retarial Procedures section of the 
CPS examination. Unit 3, “Physical 
Facilities,” has a chapter on modern 
office machines and describes what 
they are, what they do, and when to 
use them. The various types of up- 
to-date duplicating processes are de- 
scribed, including the number of 
copies that can be made with each 
process. The rest of the unit goes 
into great detail on office location 
and building, office layout, furniture 
and equipment, and working environ- 
ment. 

The fourth unit of the text in- 
cludes material on letter composi- 
tion, the simplified letter as pre- 
sented by The National Office Man- 
agement Association, dictation and 
transcription, handling of mail, a 
brief description of various filing 
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systems, and miscellaneous services. 


Unit 5 contains data on suggestion 
systems, modernizing and improving 
forms and operations, and control- 
ing and designing forms. 

In Unit 6 standardization of office 
equipment and_ supplies, setting 
office standards in work output, and 
quality controls are discussed. Here 
the text goes into great detail regard- 
ing time studies and volume measure- 
ment and fluctuating work load. 


Unit 7 discusses the responsibili- 
ties for office personnel and is one of 
the most interesting sections. Super- 
visory responsibilities and ways to 
plan, organize, direct, and control 
work are discussed. The chapter on 
analysis, evaluation, and compensa- 
tion describes how to prepare a job 
analysis, the definition and use of 
a job description, and how to eval- 
uate and compensate the various 
grades of skill. The chapter is de- 
voted to ways of selecting office per- 
sonnel and to the various types of 
tests that are available. Merit rating 
is discussed briefly, and a general 
outline of factors usually included on 
a merit rating form is shown. The 
chapter also touches briefly on 
unions, and definitions of some of the 
more common terms are included. 

The layout of the book is good. 
The table of contents is very com- 
plete and shows a breakdown of in- 
formation contained in each chapter. 
Subheadings are used throughout to 
separate the material and make it 
easier to read. Many excellent illus- 
trations and diagrams are included. 

This book would be particularly 
useful to the office manager who is 
responsible for a large office force. 
Parts of Units 3, 4, and 5 contain 
reference material on office machines, 
filing, and records management, and 
procedures which would be helpful 
in preparation for the Secretarial 
Procedures section of the CPS ex- 
amination. 

Reviewers: Joanne G. Boyd, CPS, 
Albuquerque, New Mexico; and Irene 
W. Lage, CPS, Kansas City, Mis- 
souri. 
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Just write, teletype (PG 253), or 
wire collect to: 
PAULSEN 


WEBSTER HALL 
* PITTSBURGH 13, PA. 


A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 


*PRIORITY 


























S Pittsburg’ ‘s 



















and mention ‘‘Priority’’ Reservation in your letter, teletype or telegram 















Erase Without a Trace® 
by using A.W.Faber 

































your 








GRASER STIKe 


The original pencil shaped grey eraser 
— always the best point for erasing. 








For generations Secretaries struggled with cumbersome 
erasers. They found it impossible to erase without leaving 


ghosts and sloppy strikeovers. 


Then A.W.Faber invented ERASERSTIK, a pencil-shaped 
white-polished beauty that opened the door to typing perfec- 
tion. With ERASERSTIK you erase without a trace. It lets you 
get into tight places to remove one letter without blurring the 
whole word. Sharpens to the point you prefer—blunt, medium 
or slender. Do you use this magic wand? Costs only 20¢ with 


brush, at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. J. 
































Swiss Examination for Executive 
Secretaries 


@ Besides the programs for examin- 
ing secretaries in Australia and 
England (described briefly in the 
January and February issues of this 
magazine), examination programs 
have been established in other coun- 
tries. Information about some of 
these programs is either too limited 
for publication or they are sponsored 
by a special school and have not at- 
tained national recognition. 

A new program of examinations 
developed in Switzerland was de- 
scribed in two reprints recently sent 
to me of articles written in German. 
I hope that my translation and inter- 
pretation into English terminology 
have done justice to the meaning of 
the original materials. A professional 
examination for executive secretaries 
has been developed by the Swiss 
Mercantile Union. Admission to this 
examination is similar to that for the 
Swiss National diploma examina- 
tions for bookkeepers, correspond- 
ents, bank officials, and auditors. 
The requirements are completion of 
basic schooling, a diploma from a 
commercial school or the equivalent, 
at least three years of commercial 
experience, and a good reputation. 


At least seven distinct areas of 
knowledge are mentioned as included 
in the examination, but the actual 
number of sections in which these 
areas are covered is not given. First 
of all, shorthand is important to the 
executive secretary even in the age 
of the dictating machine. In the dic- 
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Certified Professional Secretary 


by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


tation of difficult texts, the boss is 
often entangled in the matter at 
hand, and therefore is glad to have a 
linguistically well-trained individual 
who can think with him. Further- 
more, in some meetings tape record- 
ings are occasionally undesirable or 
impossible. In the native language 
100 words a minute is required, and 
in the second language (required) 
somewhat lower speed is expected. 


The presentation or editing task 
consists of appropriately and effec- 
tively organizing of materials. Com- 
position must be done in the native 
language and a foreign tongue. Some 
examples of writing exercises are a 
complaint to a customer selling goods 
under the fair-trade price, congratu- 
latory letter on the occasion of a 
business anniversary, condolences in 
the event of the death of a chief of a 
friendly enterprise, invitation to a 
meeting, or booking of airplane reser- 
vations. In addition, the secretary 
must summarize lectures, magazine 
articles, company minutes, etc. 

Written exercises in language and 
style require the secretary to distin- 
guish between fluent and clumsy (in 
style), friendly and brusque, appro- 
priate and more appropriate, clear 
and clearer. 

The executive secretary must also 
have a_ thorough knowledge of 
sources of documentation as official 
printed matter central offices, li- 
braries, private collections of records, 
information agencies, and interna- 
tional bureaus. Concerning all im- 
portant office machines, she must 


understand the use, method, and 
purpose. She must have an under- 
standing of the planning of meetings 
and conferences, planning of trips, 
the preparation of news releases, and 
a thousand and one details. 

In the area of general commercial 
science, she must be acquainted with 
the important branches of the econ- 
omy. She must know something 
about business organization so that 
she will comprehend the structure of 
her own enterprise. She must be 
able to keep statistics with under- 
standing. Money and capital, the 
science of legal papers, and law 
round out the general knowledge. 

In the last area of psychology or 
personal deportment, the secretary 
must demonstrate that she is able to 
represent her boss pleasantly in deal- 
ings with lawyers, government offi- 
cials, politicians, customers, etc. 
Titles and proper manner of dress, 
reception and treatment of visitors, 
and deportment in various situations 
are part of the examination. 


The recommended review program 
for this examination is a minimum of 
two nights per week for two and one- 
half years. Of the lady who follows 
this ambitious program can be said 
that “she is industrious, persevering, 
and that she loves her calling.” 

This program in Switzerland is in 
its early stages. The CPS Institute 
will follow up on this program and 
others in foreign countries, for ideas 
for improving our own examination 
program. 
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(Tear, Out Forms) 


(Registration Form on Reverse Side) 


“WALK WORTHY OF YOUR PROFESSION” 


16th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 19-22, 1961 


Biltmore Hotel -LOS ANGELES, CALIFORNIA 


For Detailed Agenda See Page 4 


BILTMORE HOTEL 


RESERVATIONS REQUEST 


Los Angeles, California 


The National Secretaries Association (International) Convention — July 19-22, 1961 


Hotel reservations for the 16th International NSA Convention 
will be accepted by the Biltmore Hotel ONLY if this form is used. 


Name 
Address 
City 


Remarks 


Arrival Date 
Departure Date 


ee? 


State _. 


Mail To: Reservations Manager 
The Biltmore Hotel 


Los Angeles, California 


Reservations held until 7 P.M. unless otherwise requested. 


. M 


All Rooms with Radio and Television 
Completely Air-Conditioned 


USE REVERSE SIDE FOR SELECTION OF ACCOMMODATIONS 


Pie and PB. ost- 


CONVENTION I OURS 


Saturday, July 15: NIGHT-CLUB 
TOUR—Two glamorous nightclubs, 
the Cocoanut Grove and Statler Ter- 
race Room, plus a Hollywood night 
spot. Choice of beverages at each 
stop. Adults only. $10.75. 

Sunday, July 16: LAS VEGAS 
CHAMPAGNE TOUR—Late after- 
noon flight from Los Angeles with 
champagne served aloft. Dinner, 
dancing, a “hit” show, etc., before 3 
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a.m. flight back to Los Angeles. 
$24.50. 

Monday, July 17: CATALINA 
ISLAND BY OCEAN STEAMER 
-—If 250 members signify interest, a 
ship can be chartered for one day. 
Price subject to number in the group 
but includes bus fare to and from 
harbor. $8.00. 

Tuesday, July 18: DISNEY- 
LAND—Ten-hour trip on chartered 


busses. Price includes admission, 12 
rides, round-trip bus fare. $5.75. 
Friday, July 21: An Evening at 
The Hollywood Bowl (See Pages 
13-14). 
Sunday, July 23: Holiday In Mex- 
ico (See Pages 13-14). 


Sunday, July 23: Hawaiian Holi- 
day for Secretaries (See Pages 13- 
14). 
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(Tear Out Forms) 


registration FON AMA presse wre on Print 


Members other than delegates, alternates, and division representatives 
Send this registration form and remittances to the Executive Secretary 
The National Secretaries Association (Int’l), 1103 Grand Avenue, Kansas City 6, Missouri, 
as soon as possible, but no later than July I. 
(Cancellation of registration must be made by July 1 to obtain refund of fee.) 





NAME ADDRESS. ee 





CHAPTER AFFILIATIONWWO ESE es 





Please circle if you are: CPS or Division Officer (at time of convention). 
Attach check or money order for registration fee of $20.00, payable to The National Secretaries Associa- 
tion (Int'l). ($15.00 for any period after Thursday.) 


BILTMORE HOTEL ACCOMMODATION REQUEST 
If accommodations at rate requested are unavailable, room at nearest rate will be reserved. Reservations will be confirmed. 


PLEASE RESERVE: 











SINGLE ROOM(S) OS EE EN Se are OC) $ 8.50 O $9.00 ( $10.00 O $12.00 ( $14.00 
DOUBLE ROOM(S) (2 persons) -................ 0 $11.00 O $11.50 (© $12.50 O $14.50 (0 $16.50 
TWIN BED ROOM(S) (2 persons) .......... [0 $13.00 O $14.00 0 $15.00 (1 $16.00 O $17.00 () $18.00 
SUITE(S) (1 or 2 persons) -....................... O $25.00 (1 $30.00 O $35.00 [()$ 40.00 





ADDITIONAL PERSONS IN ANY ROOM AT $3.00 PER PERSON. 


Signature 


(See Reverse Side) 





CONVENTION TOURS RESERVATION 


THE NATIONAL SECRETARIES ASSOCIATION 
(INTERNATIONAL ) 
1961 CONVENTION Los ANGELES JULY 19-22 


PRE-CONVENTION TOURS: Check one or more desired: 
_____ Saturday, July 15: NIGHT-CLUB TOUR; $10.75. ____ Monday, July 17: CATALINA ISLAND; $8.00. 
____ Sunday, July 16: LAS VEGAS TOUR; $24.50. ____Tuesday, July 18: DISNEYLAND; $5.75. 


Make check payable to “NSA Pre-Convention Tours” for correct total of tour or tours desired. Your canceled check 
will be your receipt. Mail completed form with your check to: 


MRS. JO ANN KIVA, 153 South Avenue 57, Los Angeles 42, California. 
Name Saha — Lee ee a oe Ly ERM) 2c oe a eee 


Address.............. Piet Aa, Pee Re 
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(Tear Out Forms) 


An Evening at 
THE HOLLYWOOD BOWL 


On Friday, July 21, see and hear a renowned popular artist at the world-famous Hollywood Bowl by attending 
this special event sponsored by the National Secretaries Association Home Trust Fund during the 16th International 
NSA convention in Los Angeles. A truly memorable evening for you, your friends, and members of your family. The 
price of $6.75 per person includes round-trip chartered bus from the Biltmore Hotel, box supper, and ticket for the 
performance. 


teat a 
3; ~~ 
PG oa 
¢ i oe %) —— a ek ~ 
eS “ } & re a ~ 
a Cat wtyeek| ee Ce 
Od } f 
a : / ics ew ie 
d faok 
: j , _ a 
: y —_ b+ ‘ 
; . ae a : 
~ ap aS ed 
pte | 
ee a Per: aan 














HAWAIIAN HOLIDAY FOR SECRETARIES 


Complete details of the Hawaiian Holiday for Secretaries may be found in the November and December issues 
of THE SECRETARY. Leaving from Los Angeles on Sunday, July 23, this tour will visit six of the Hawaiian Islands, 
the City of Honolulu, Pearl Harbor, Waikiki Beach, Volcano House, Mt. Waialeale, Haena Beach, and many, many 
unforgettable places of interest throughout the “Crossroads of the Pacific.”” The basic tour (one week on Oahu Island) 
is $407; the two-week tour (basic tour plus outer island extension) is $645. Both prices include jet transportation from 
the West Coast and return. 





Complete details of the Holiday in Mexico may be found in the February issue of THE SECRETARY. This 
post-convention tour will leave Los Angeles on Sunday, July 23, visiting Mexico City, Cuernavaca, Taxco, and 
Acapulco, returning July 30. The cost for a twin-bedded room is $210.00, single room is $254.00, and includes hotel 
accommodations, meals, etc., as indicated on the itinerary, and one-way tourist class transportation from Los Angeles 
throughout the tour returning to Mexico City. It does not include transportation from Mexico City to your home 
city. Deadline for reservations is June 15, 1961. Write the Convention Coordinator for brochure giving full information. 
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(Tear Out Forms) 


RESERVATION —HOLLYWOOD BOWL 


Make checks payable to The National Secretaries Association (International) and mark “For Home 


Trust Fund Event.” Mail to NSA Headquarters at 1103 Grand Avenue, Kansas City 6, Missouri. 


ee 


Supper Choice: Number of Tuna Salad____-___ Number of Fried Chicken_______ 


Attached is my check for $... ee ee _.tickets @ $6.75 each for the 
performance at the Hollywood B Bowl, bus transportation, and box supper on July 21, 1961. 


MAIL TO: Miss Clare H. Jennings 
5146 Berenice Avenue 
Chicago 41, Illinois 


Please rush fully descriptive brochure for the National Secretaries Association Home Trust Fund HAWAIIAN HOLI- 
DAY FOR SECRETARIES, leaving July 23, 1961, immediately following the 16th Annual International NSA Con- 
vention in Los Angeles. If I plan to join the tour I understand reservations are accepted subject to confirmation of 


accommodations. 


Send Brochure To: Name 
Address 


City and State 





APPLICATION FORM: National Secretaries Post-Convention Tour to Mexico. 
MAIL TO: Mrs. Arlene Miller, Convention Coordinator 

601 South Westmoreland Avenue 

Los Angeles 5, California 


MAKE CHECKS PAYABLE TO: NSA Mexico Tour 

] Enclosed is $100 deposit to hold my reservation. I understand that immediately upon receipt of my deposit, you 
will forward further details; but I am enclosing my deposit to be certain of a reservation. I also understand that 
my deposit is refundable in full up to thirty (30) days before departure, should cancellation be necessary. 


[-] Please send me brochure with further details. 


Name 
Address Phone 
City Zone State 
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She Light of Ou 


SHADOW 


by Alin H. Goeser 


Director of Public Relations 
World Insurance Company, Omaha, Nebraska 


@ Probably not one of us will in our 
lifetime accomplish something so 
spectacular that it will vitally change 
the mode of living of mankind. 

We will not make a great dis- 
covery, invent an ingenious machine, 
compound a Salk formula, write an 
immortal book, or lead a nation to 
peace and prosperity. 

All of us, however, have it in our 
power to do that which is of even 
greater importance than the spec- 
tacular. We can make our daily lives 
a blessing to our fellow men. We can 
so live, paraphrasing the words of the 
poet Gibran, “that our shadow will 
be a light upon the faces of our fellow 
human beings” whenever and wher- 
ever we come in contact with them. 
We can by being lovingly creative in 
our relationships raise the tone or 
quality of the lives of all with whom 
we have even a moment of associa- 
tion. 

We are creative when we bring 
into existence anything that has not 
been present before, either by in- 
fluencing or modifying that which 
already exists, or by starting anew 
from the foundation. 

To paint a beautiful picture is to 
create, but it is no more so than to 
cause a smile to come to a child’s 
lips, to change an attitude, to im- 
part an ideal, to change the quality 
of the day for someone through a 
pleasant greeting, to bring a spark 
of courage to a heart belabored with 
despair or defeat, or to bring about 
a moment of happiness. 

But to have these masterpieces of 
our daily creativeness cast the full 
splendor of light on our fellow men, 
and on our own hearts, we must do 
them lovingly. 

To do them lovingly means to do 
them for their own sake — without 
seeking or expecting anything in re- 
turn for ourselves. We do them 
simply because they add something, 
be it ever so small or large, of good, 
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beauty, or well-being to the life of 
someone else. 

Loving-creativeness is a way of life 
in which forgetting about ourselves, 
we do the little human things that 
for a moment brighten the way for 
the individual at hand, and make his 
journey a more fulfilling and satisfy- 
ing one. 


It is no more than the giving of a 
little bit of ourselves in being pleas- 
ant, kindly, and thoughtful in our 
daily relationships, without regard 
with whom they are, rich man or 
pauper, saint or sinner, child or 
adult, boss or custodian. It costs us 
nothing. It requires little eZort. 


No, few of us will accomplish 
spectacular things. All of us, how- 
ever, can spectacularly affect the 
quality of the lives of other human 
beings by relating ourselves to them 
in a lovingly creative way. All of us 
can if we wish through our simple 
daily relationships live so that “our 
shadow will be a light upon the lives” 
of our fellow sojourners. 





Cdloeck 


THIN PAPERS 











New Produets and Methods for Seeretaries 





Photocopier 

A new Verifax copier will reproduce 
two 814xl1l-inch letters at the same 
time. The unit’s 11x17-inch matrix 
also permits copying of maps, draw- 
ings, and other large documents. Four- 
page letter-size folders, such as in- 
come tax forms and employment ap- 
plications, can be copied with only 
two exposures, resulting in four-page 
copies exactly like the original. Write 
Eastman Kodak Company, Rochester 
4, New York. 











Portable 
Calculator 


This 


tracts, 


Illinois. 


Postage Meter 


Smaller than the 
average woman’s 
handbag (and prob- 
not much 
heavier), the new 
Postalia postage me- 
ter comes with an 
attractive tan leath- 
erette carrying case, 
and can be locked in 
the average desk 
drawer for safekeep- 
ing. A secretary can 
use meter at her 
desk. Maximum sin- 
gle imprint stamp 
value is $9.99. Write 
Tele-Norm Corpora- 
tion, 635 Madison 
Avenue, New York 
City. 


is a_ten-key, 
hand-operated ma- 
chine that adds, sub- 
multiplies, 
and divides. It 
weighs six pounds. 
It fits in a brief case, 
or desk drawer. 
Write General In- 
dustrial Company, 
1760 W. Montrose 
Avenue, Chicago 13, 





eter Opener 

The “Openette” cuts the edge of envelopes with razor-edge 
precision without damage to contents. Sharpens itself with 
use and is compact, weighing three pounds, and is four 
inches by eight inches in size. Write Openette, P. O. Box 
266, Jamaica 31, New York. 





Labeler for Gummed Labels 


“Twin Stick” is a new product for moistening double 
gummed labels. Write Carry-Pak, 9525 Irving Park Road, 
Schiller Park, Illinois. 
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y = us 
MAGIC 


in making up your ‘iia 


@ If you want to win more friends, 
heighten your prestige, and win suc- 
cess, you can do all three by taking 
one simple step. 

This you have on the authority of 
the world’s best psychologists, ex- 
perts on success. 

And the step you take is this. 
LEARN HOW TO MAKE UP 
YOUR MIND. 

“You have never seen an attractive 
personality in your life,” one psy- 
chologist says, “that was willy nilly. 
No. Those you admire, those you 
like, know how, have learned how, 
rather, to make up their minds.” 

The reason is simple: It is the 
miracle of the integrated personality. 

An integrated personality is one 
that has developed a oneness: an 
attractive purposefulness that causes 
respect and admiration. 

A person who hasn’t developed 
that, will seem to be what he is—in- 
effective and inconsequential. 

Now, the way to have an inte- 
grated personality is very simple. 

Merely make a definite decision. 

You want to accomplish some- 
thing, achieve some goal. Decide 
what it is. If your decision is defi- 
nite, if you really mean what you 
say, rather than wish, it will show 
through immediately and will be 
noticeable. 

Your personality will no longer be 
scattered. I will be gathered at a 
single point—integrated. 

Making up your mind gathers up 
all conflicting parts of your person- 
ality, molds them into a whole. 

Only then can you bring out the 
best in yourself, not only for your 
own benefit, but also for the benefit 
of those with whom you come into 
contact. 
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PLAN NOW 
to attend NSA’s 16th INTERNATIONAL CONVENTION 


July 19 to 22, 1961 


Los Angeles, California 


Please use forms provided in THE SECRETARY 
for 
Convention Registration * Tour Reservations * Hotel Accommodations 














After the National Secretaries Association Convention in Los Angeles 


A FUN-FILLED 
HOLIDAY FOR YOU 
Fly to Hawaii by United Air Lines Jet 





The enchantment of sun- 
drenched beaches, rolling 
surf and cool, balmy eve- 
nings is just a few short 
hours away by United Jet. 
And to make the most of 
every minute, choose one 
of United’s fun-filled Main- 
liner Holidays. There’s one 
that’s sure to fit your time- 
table and budget. 
















Fly to the convention and 
to Hawaii by United Jet 
Mainliner®. 


WORLD'S LARGEST JET FLEET 





UNITED 
Siceall 


KNOWN FOR EXTRA CARE 
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This was not just “another vaca- 
tion tour,” but a seminar with a 
serious educational objective. FLAS 
was designed by NSA’s International 
Board of Directors to make a signifi- 
cant contribution to the liberal arts 
education of our members. Each 
phase of the program had been care- 
fully evaluated to determine its po- 
tential contribution to an over-view of 
the art, literature, music, drama, and 
culture of each major center on the 
tour. Each tour lecturer, seminar, 
historical monument, museum, and 
cultural event was selected for the 
special contribution it would make to 
our liberal arts objective. 


Today is when the twenty-three 
women participants, and myself, be- 
gin to evaluate the effectiveness of 
the plan—March 11, 1961. I would 
like to share with you some of my 
personal impressions, and incidents 
that were especially valuable to me 
from NSA’s first FLAS, as seen by 
the one man in the group. 


Vew York City, 3/1 


A cold, windy day. Cheched last minute 
arrangements with Mr. Venturi of 
Simmons, and Janet Garlough of TWA. 
Sccured tickets and itineraries for all 


members. 


Mbewild—met Peggy Kellason and 
NSA members from NYC on hand to 
wish a bon voyage. 6:15—everyone checked 
ee off to the Brass Rail as guests of 
ST Selon sclera” 







6:50—almost lime to leave. 6:55—'Sorry, 
your Might is delayed 2 1-2 house!’ Snack 
(courtesy bee WA), pictures, cheehed han 
booklets, studied phrase beaks and money 
converters... . 9:30—lime to board (one 
passport lost and found!) 7 hours and 4 


annie la ler—over Europe! 


PrecteTene, 3/12 

30 minutes on the ground at Paris.... 
Modernistic airport... warm spring day 
(which was to be “our weather” for the 
duration). Quich flight over the Alps 
... an unbelievably beautiful sight. 
“Fasten seathelts, this is Rome!” Seconds 
after our wheels touched ground we knew 


we were in trouble—defective steering gear! 


Vo accident, bat had to wait for a aul 
bracter bo law us inte the a San See 


2 hours lost. 


Mes. Zailindhim, Seicntns representalive, 

and our tour manager, greeted us and 

officiently shepherded us through customs 
.. she was the epitome of organization 


. every move we we in Europe was 


run efficiently iso aihudlills 


Chartered bus into Rome... Springtime 
eee Sunday crowds. Rains eee “theres 

the Colosseum!” “Shore's your heal... 
don t wait for your bags eee 
welcoming luncheon for you.” (4:30 and 

we had already had 4 meals}) Beautiful 
table, real hospitality ... special menu for 


we have a 


tary 






NSA ie are O\tenintten talk by Mes. 
Zz, then rest for most... carriage ride for 


@ few. 


Rome, 3/13 

Brief tour of the city en route to St 
Cecilia Academy... informal reception 
and discussion of ealion uasic anil 
cablare with famous Ralien ausiclans and 
students from the Accademy. Cordial 
hospitality »- delictous refreshments nes 
(a pleasant beginning for the first of our 


numerous unique seminars). 


Mfternoon—toured ancient Rome with 
Mdelaide Luchetti (a superior lecturer- 
guide)... St Paters, the Forum, a close 
look at the Colosseum ... pictures .. 

street vendors. Reception at Hotel 
Miditerannee as guests of the owner . 
Delictous diunee, superb Service .. 
Everyone is 430 warm and friendly. 
Evening—guests of FWA on « conducted 
tour of the illuminated monuments and 
fountains of Rome... stop at Doney’s 
sidewalk cafe on the Via Veneto. 


Rome, 3/14 

Morming—toured the Vatican museum and 
the Sistine Chapel. Visited Oe churches 
... daw the statue of Moses .«- hensd 
the organ played in the Parthenon. 
clunch and siesta time... {stores in Rome 
close from noon to 3:30). Seminar at 

the Dante Mbeghri Society... a lecture 
by Dr. Prazz of the University of Rome 
..« the relationship between ancient and 
current Staltan literature... molion 
pictures .... Refreshments served by staff 
members a6 sh _ discussions « 


evening free! 


by Fred S. Cook 





~_— > _ 





~~ et yp 





Rome, 3/15 
Today free! Ae audience with the Prope 
for most... shopping ees special brips— 
Cotecdle, Spanish Steps ++. more 


shopping. » to pach! 


Evening—RKosellini’s new opera— View prem 
the Bridge’... ultra modern... (went 
behind the scenes to meet the author, the 
stars of the opera, and to see the aclivitics 
backstage between acts). 


Kome-Horence, 3/16 
Bags in the hallway by 6:15 am.! Rome 
. a city of “eternal Spring.” We hated 
the thought of leaving ... 40 much to see 
... such friendly people. By bus to 
Florence... early morning fog. Heads on 
swivels to tahe in the sights of the verdant 
countryside eg flowers tee breathtaking 
views of the ancient hill towns of Tuscany 
learned about their history and arch- 
itecture.... olunch and a brief tour of 
Assisi. Visited the Charch of St. Francis 
of Assisi. In Hlorence in time for late dinner 
.. he Sis eh he 
members: Doris Handorfer and Virginia 
Taylor. Evening—stroll around Hor. 


ONCE «as 


Sorence, 3/17 
Another superior lecturer-guide... tours 
of the fitize and Pitti Palace Galleries 
eee (we could spend weeks here). (Our guide 
believes Florence was the cradle of all 
culture—documented this with many illus- 
trations.) Joured the famous Cathedral 
.a lecture in front of the golden doors 
of the Baptistry. Vssited a monastery 
Lather school... senie shopping! lunch 
—then off to tour the Medici villas in- 
cluding Royal Villa of King Victor 
Exmanuel. (One ts being used as a school 
—the other is unused.) 


Evening—illustrated | at the , 
sity for Foreigners on Thossiline PT ae 
(made the morning visits fo the galleries 


even more meaning }ul). . i.e 
inspiring and intriguing city Pee Fe (W. 
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tance is St. Peters. 


dislhe the idea of leaving fomorrow . . 
next time we must spend more lime heve 


eee have some free time!) 


_ —— 3/18 
Departed via first-class oul compartments 
to Milano after making last minute pur- 
chases af the depot. ym wonderful 
Spring day. Many interesting sights en route. 
Yan one our hstmeale —unsur; assed 
P 

Service .... Thip enjoyed by everyone. 
Milano—the Detroit Stal, are 

¥ 4 
meodors (many ways typical of a busy 
- en city). aot afternoon four with 
another outstanding locturer-guide ace 
Cathedeal ee yw | da Vinci's, —_ e 
Last Su er ine beaved the ihe Sd 

pp 
Opera , = and a cous (must stay 
hove or an opera next Saal Sew 
p 
di arture to Milano airport... Mes. ag 
P P 

made special arrangements for a nonstop 
Might from | to Paris fo stop hove 
he ws). On heard a Canes for a quick 
Might fo Paris. 


Paris... beautiful view of the city at night 
«the new airport is tthe a jewel. Through 
re Se ly ae a we 

. aboard the bus. “Sorry, customs is 
looking for something ...go through cus- 
toms again!” We found a bag that had 
been cut, necessary to report.... Off for 
Paris via chartered bus... itineraries 
distributed on the way to town. 















Our first morning in Rome. In the background is Napoleon Square—in the dis- 


Paris, 3/19 

Paris in the Springtime—a little on the cool 
side, but clear and sparkling. Morning— 
visit to the Museum of Modern Art... 
Madame Augaard our bochuser 222 a5 
asnal she was excellent. 


Mfternoon—unscheduled ... small groups 
took bus trips around Paris, visited the 
Eiffel Tower... subway to the Left Bank 
w+ Notre Dame... time for dinner. 
Evening—tichets to the Opera .. 
forgettable performance of the ballet, “Swan 
Lake’... coffee at a sidewalk cafe... 
ys wonderful, exhausting day! 


Paris, 3/20 
Morning—Louvre _ Ae er 
spiring ... just leo much bo see and do 
here. Bach to the hotel for hud Pi 

carly afternoon free 3 


restaurants for “almosphere xe ia hotel is 
cald, insolent, impersonal. 


Mfternoon—special seminar at the Ameri- 
can Student and Artists Center—spon- 
sored by TWA... informal presentation 
of the Director of the Center and several 
artists... Champagne and other refresh- 


. information from artists about 


- an un- 


awe in- 


. - scalteved fo various 


ments. . 
their paintings ae ye visited their studio. _ 
to | om un ortunately! 
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Our visit to Supreme Headquarters Allied Powers Europe. (First row) Jeanne 
Dahm, Major E. A. Billett, Virginia Taylor, Adelaide Gallaher, Laura McKeone; 
(second row) Myrna Cochrane, Wavia Noack, Janice Schutz, Bernetta Clark, 
Betty Quinlan, Eleanor Turner; (third row) Nina Sapienza, Doris Flandorfer, 
Pearl Cunningham, Nancy Miller, Hazel Hansen, Jean Brees; (fourth row) 
Sylvia Levoy, Barbara Miller, guide, and Dr. Cook; (not shown) Lillian Ellis, 
Helene Fattman, Alice Sontag, Mrs. Fern Stalorites, Gloria Taylor. 


Paris, 3/24 

Ai short bus trip through the beautiful 
be countryside on a dhons, crisp, spring 
day. Visited SHAPE Headquarters 
... well organized, concise briefing by an 
English and an American officer on the 
functions of SHAPE and its relation- 
ship fo VWATO. “is (W. now hove a 
better understanding and appreciation of 
what SHAPE means to the security of 
the Free World) Refreshments—but not 
the American coffee we had hoped for! 
Early afterncon—small groups again went 
to various restaurants for lunch, including 
$6.50 meals at the Eiffel Tower . . . in- 
teresting taxi rides! 4:00—bus four of the 
city en route to the Sorbonne ... seminar 


on contemporary Srench literature... 
cordtal reception by Chairman of the 
Department of Culture, a learned Srench- 
woman. 

Evening—free ... the Follies, sidewalk 
cafes, the Lido, Les Halle, and French 
onion soup at the “oot of the Pig.” 


Paris, 3/22 

Most of today free ne bags packed and 
checked before noon... wrote letters... 
last minute shopping for perfume and 
gloves. 
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Ridin ted: ced. .-Me 
and passengers counted for the 99th time 
Scere Passed through University City 
(student housing with different buildings 
foc students from each country) . +s deemed 
lhe miles of buildings eee Through 
customs ficiently ..» boarded private bus 
to the plane eters first ones on the plane. 
On our way to London .... (Most 
seemed happy to be leaving France . 
maybe we are fired, but the Parisians were 
not as friendly as the Romans.) 


Lenin, 2523 
W. are not in our original hotel—but 
this seems bo be a friendly place ead the 


rooms are satisfactory. 


History became meaningful for most of ws 
today—we recognized the names of people 
and places that we had read about in 
subeal Inspiring four through Westminster 
AMbbey were changing of the Guard at noon 
ee briof glimpse of the , = Guards, 
Mp ternoon—a walking Meee ss < delightful 
| ee ‘M.. ; ton _ h arts 
P g* p 
Shakespearean akiuilen eee @ beheuited inn 
aber Shakespeare purportedly performed 
some plays occ ‘pint of le ss in an old 


English pub ener » * at TWA had. 





quarters with a group of é; nglich secretarics 
ee (They enter inatsttactadl school for 2 
years al the age of 13 and begin working 
when they are 154) 


Evening—probably one of the mest significant 
evenings our trip—saw Doanmer 


Night's Dream ” performed by famous Old 
Vie cast at the equally famous Old Vic 
be re in ++ guests f JWA ata 
party in the theater with all members of 
the cast... {first lime they had cver held 
such an event at Old Vic... 
portunity to visit informally with this 
famous theatrical group). 


a@ rare op- 


London, 3/24 

Morning—time to visit the Tate Gallery 
..» Me. Brampton our guide. 20-minute 
lecture an modern art and the contents of 
the gallery... an excellent presentation 


... Ubsited the City of London (one 
square mile), toured the Stock Exchange 
..++ Group scattered to a number of small 
English pubs and restaurants near Lloyds 
for lunch. 


Mpfternoon—a most interesting presentation 


by a member of the staff of Lloyds of 
ae oes the | a his work and made 
us feel most welcome). Evening—Cliza- 


bethan dinner, authentic atmosphere - 


Our dunce guests were two contemporary 


English anthers, John Symmonds and 
Wilkam Naughton, whe presented an in- 


teresling and amusing program. (Another 


rewarding seminar. 


London, 3/25 

Saturday morning—free . . . time for shop- 
ping for those who still have moncy! Mfter- 
noon—tour of the city... St Pauls Ca- 
thedral... Tower of London and the 
a pewels meee British a and 
lime to see just a few of the high spots— 
Magna Charta, Rosetta Stone, the only 
stamp presently hnown from the Stamp Act 
that precipitated the American Revolution 
. »  Pashiament. 
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Count —tired, but ddbvisitnad, bearded the 
9 
bus for Music Justival Hall and « con- 
‘ert... program was inspiring. A brief 
tour of the docks and the theater district 
entled the exning for mast. A be hands 

F ¥ 
pom | tried to find a ‘pub “eo restaurant open 
but chaidies hems onthe on Sctanlhe 

¥ ¥ 

night! py for the laundry! 


oliwudlien, 3/26 


be is free, except for achin or our 
Y 4 P 9 

trip fo  * York and learning the intrica- 
cies of filling out customs dodiectlbans ana 


brie ing session b M.. . Zz a 11:30. 
F 4 
bi Radicon ina private dining 


room aft 12:15... presented Mes. 7 
specially-made, tescsthedk gold pen for hoe 
chasm henodeh 


Mternoon—all bags cheched ... off to 
London airport at 1:15. No problems 
through customs . . . farewell fo Mes. bf 
and aboard our jet. 7 hours later—to the 
minute—we were ver NYC. (During the 
trip I relaxed—didn t move from my seat 
—but the ladies were still full of energy 
and talk) Evening—crowds, and more 
crowds af U. S. Costus </aiteeil problems, 


except waiting our tum. Sous po | con- 


nections hane~ellens spent the next day 


in NYC. Succ said they were going 
/ 


fo a museum in the city. 


Yes, it is difficult to summarize 
the highlights of the most unusual 
and significant educational expe- 
rience I have ever had. My role was 
one of observer and evaluator, with 
the dual responsibility of acting as 
the official representative of NSA. 
Unofficially, I was called the tour 
leader. I learned much from this 
tour—about liberal arts, and about 
methods and procedures for making 
future Flying Liberal Arts Seminars 
even more effective. If you have 
specific questions I am sure any one 
of the Seminar members would be 
happy to correspond with you—and 
perhaps show you their pictures! We 
hope that you will have an oppor- 
tunity to participate in a future Fly- 
ing Liberal Arts Seminar soon. 
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QUICKIE 


. If a person holds ten shares of 


General Motors, he would be 
considered 

(a) a creditor of the company. 
(b) a customer of the company. 
(c) an owner of the company. 
(d) none of the foregoing. 


. The extent to which a person can 


buy and pay for goods or services 
is known as that person’s 

(a) earning potential. 

(b) purchasing power. 

(c) supply and demand factor. 
(d) credit rating. 

A private business performing 
some service (such as providing 
heat, gas, electricity) to the peo- 
ple of a community and subject 
to a special governmental regu- 
lation is a 

(a) government-owned business. 
(b) retail establishment. 

(c) public utility. 

(d) consumers’ organization. 


. One who buys goods for his own 


personal use is a 
(a) producer. 
(b) consumer. 
(c) retailer. 
(d) jobber. 


. “The roll back of prices will be to 


April 1 levels.” This statement 

means 

(a), that current prices must be 
revised so as not to exceed 
those charged on April 1. 

(b), that money received for 
goods purchased since April 
1 has been refunded. 

(c) that wages must be frozen at 
what they were on April 1. 

(d), that prices have not risen 
since April 1. 


. A bond purchased at $100 and 


paying $2.25 interest annually is 
said to have a 214 per cent 


(a) dividend rate. 


QUIZ 


(b) purchase right. 
(c) sale price. 
(d) yield. 


7. Limits on the amount of money 
the owner of property can charge 
others for the use of that prop- 
erty are called. 

(a) price ceilings. 

(b) federal rent controls. 

(c) wage and price stabilization. 
(d) production quotas. 


8. When one says that he believes a 
company exploits its workers, he 
feels that the company 
(a), enables its workers to work 
more efficiently. 

(b), unfairly uses the workers for 
selfish company ends. 

(c) looks after the best interests 
of the workers. 

(d), pays the workers above- 
average wages. 


9. Property or other articles of 
value that are pledged as secur- 
ity for or to assure the repay- 
ment of a loan are called 
(a) guarantees. 

(b) bail. 
(c) warranties. 
(d) collateral. 


10. All workers in a given factory are 
given 10 cents an hour more pay 
regardless of their previous earn- 
ings. The workers are said to 
have received 
(a) a flat increase. 

(b) a percentage increase. 
(c) a piece-work rate increase. 
(d) a merit increase. 














anUsStceers 
(8) ‘OT (8) “¢ 
(P) 6 (q) “¥ 
(q) 8 (9) “§ 
(q) ‘L (q) “% 
(P) ‘9 (2) ‘T 
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CRITICISM 


—, I 4 ile we accept it7 


by Grant Mitchell 


@ For a person to grow—in wisdom, in ability, in his 
talent for getting along with others, in his usefulness 
to society—he must learn how to accept and profit 
from criticism, regardless of how unjustified he, at the 
moment, may feel it to be. On paper, this seems like 
a simple enough watch-word to follow; however, as 
most of us can attest, it is not necessarily so in practice. 
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Give Criticism Time to Settle 


No matter how just a criticism may be, or how tact- 
fully it may be put to us, our first instinct is often one 
of resentment. Something we have done, something 
about us or something we stand for has been censured 
by another, and, in a majority of instances, it could 
result in instantaneous urge to assume an indignant 
attitude. 


But we will have to learn to overcome that urge if 
we intend to profit from criticism. When we are emo- 
tionally upset our judgment becomes clouded. The 
important thing is to withhold any opinion or decision 
on the criticism we have received until our pride has 
had a chance to recover from the initial sting of what 
was said. If we think that the criticism was intended 
to belittle or discourage us, rather than help us, we 
should push it to the back of our mind for a long 
enough period of time to give our initial emotional 
reaction a chance to subside. Then, we can attempt 
to look at the criticism objectively, to determine 
exactly how valid it is. 


Don’t Take Criticism Personally 


There is also a natural tendency sometimes to inter- 
pret criticism of some action or belief of ours as an 
indictment of our entire personality or intellect. Noth- 
ing could be further from the truth. No one is ex- 
pected to be perfect. Everyone makes mistakes. And, 
the opinion that others have of us depends on our 
over-all performance, not on any single act or idea. 


Most of the criticism which we receive in everyday 
life comes from people who would not waste words 
and spend time calling our attention to certain of our 
shortcomings unless they thought us capable of doing 
better. People who think enough of us to try to help 
us. It is important, therefore, that we should always 
analyze any and all criticism because others can see 
faults in us which we easily overlook. 


Here, then, are the three basic rules for profiting 
from criticism. First, we should give ourselves a “cool- 
ing off” period before attempting to evaluate criticism 
for its actual worth. 


Criticism—Stepping Stone to Success 


Second, we should not exaggerate the importance of 
criticism by forgetting that it is usually a single act 
or idea that is censured, not everything that we stand 
for. And, third, we should, from every constructively- 
offered criticism, try to find some way of improving 
ourselves. Only by following these rules can we grow. 
And, by growing, turn criticism into success. 


Reprinted from “Human Relations,’ copyrighted 
1960 by The Stevens-Davis Company. 
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APPOINTMENT 


by Dorthy E. Aber 


Detroit Transcript Chapter 


@ In the Utopian office there are no canceled appoint- 
ments. In addition, no one ever is late for an appoint- 
ment, which might necessitate its being canceled or 
postponed. Executives are never ill. Emergencies do 
not arise; interruptions do not occur. 


In the average office, during an average month, this 
Utopian ideal does not operate — but the secretary 
must and does. 


When one’s employer, for good and sufficient rea- 
sons, must break an appointment, the responsibility 
for getting in touch with the callers devolves upon the 
secretary. There are two important factors to be ob- 
served in making an explanation and apology: it must 
be done graciously, and it must be done expeditiously. 


If it can be done over the telephone, the secretary 
should have well in mind what she is going to say. 
Floundering around for words in which to tell the 
other person that his appointment must be broken— 
or changed—will not tend to placate him. A cour- 
teous apology—one that conveys a feeling of sincere 
regret for inconveniencing the caller—will do much to 
relieve what can be an embarrassing situation. Having 
set the scene, the appointment should then be re- 
scheduled. If possible, let the other person set the date. 
Alternately, he may be given a choice of dates from 
which to select the one which best suits his con- 
venience. 

If a letter is being written to break an appointment, 
it should first of all express regret for the inconvenience 
caused the other person; then, so there will be no mis- 
understanding, repeat the time and place of the 
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appointment which is being canceled; finally, it should 
give the other person an opportunity to name the date 
for a new appointment. 


Depending upon circumstances, a secretary can 
sometimes suggest to the caller that he might wish to 
meet with another member of the organization; if he 
is agreeable to this, she can set up the appointment 
and confirm it with the caller, or refer him directly to 
the executive who will arrange a meeting at a time 
of mutual convenience. 


Occasionally, the person whose appointment is be- 
ing canceled, or changed, will take out his frustration 
or annoyance on the secretary. She must bear with it 
patiently, because generally it will be the exception. 
Most callers are understanding about such occurrences; 
it is a rare executive who does not now and then have 
to delay, postpone, or cancel appointments. 


In general, the situations involving canceled ap- 
pointments must be “played by ear.” The callers may 
have heard that song before, but your courtesy and 
consideration in explaining the situation that led to 
the breaking of an appointment can materially reduce 
or eliminate discord, and restore or cement har- 
monious relations. 
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No breaks! 1200 feet of 
crisp, continuous typing. 
Unsurpassed for reproduc- 
tion work. Your timesaver, 
nervesaver, lifesaver! 


© THE CARTER’S INK COMPANY, CAMBRIDGE 42, MASSACHUSETTS 
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TRAVEL TIPS 


ten su ay 
Ca ' 


TRAVEL ADVISOR di. 


Is there a bicycle rental shop 
near the Louvre?...Will my 
portable hair dryer work in 
Hong Kong? 

Your questions are fascinating! 
They arrive by the thousands from 
every part of America, as well as 
from places like Thailand, Johan- 
nesburg, British Guiana, Guam. 
And I am as intrigued as you are 
by the answers...especially to an 
occasionally baffling one, such as: 
Are crocodiles a problem to skin 
divers in Lake Victoria? 

With more than 12,000 personal 
notes, letters and post cards com- 
ing in each year, you can imagine 
how voluminous our files are. But 
if we still can’t answer a particular 
question, we know where to find the 
answer—through our around-the- 
world contacts with our 525 offices 
in the 76 countries which the Air 
France network serves. 






Of course, the same questions 
pop up again and again, the most 
frequent one being: Which is the 
best tour of Europe? We’ve sifted 
hundreds, and I personally recom- 
mend our 26-day, 8-country 
“Grand Economy” Tour. From 
$420, plus Air Fare, and includes 
sightseeing by de luxe motorcoach, 
tour escort, meals, hotels and tips. 
(Air France Jet Economy Fare 
round trip from New York to Paris 
is only $525.60.) 

Perhaps the answer to your ques- 
tion is in one of our booklets offered 
in the coupon below. If not, please 
do write to me personally. 


AIR: FRANCE JET 


7 
Miss Colette d’Orsay, AIR FRANCE | 
683 Fifth Avenue, New York 22, New York 
Please send me: | 
“Grand Economy” Tour (TCS-101/130). 
“V.1.P. Shopping in Paris” | 





S-3-61 


“V.1.P. Currency Converter” 
() “V.L.P. for International Travel” 


Name. 





Address. 
City. Zone State. 














My Travel Agent is__ = 


~ SECRETARIES 





@ As the salesman walks out of the 
office with an order in his hand, the 
boss calls you in and says, “We have 
purchased a collator, and it will be 
delivered Friday afternoon at 3:00 
p.m. Will you please see that the 
other women in the office are assem- 
bled at that time for some brief in- 
structions.” Immediately, you are 
secretly resentful and make up your 
mind that the equipment is no good 
and will not do the job. Now, why 
do you have this attitude? In the 
first place, you probably think that 
this piece of equipment might pos- 
sibly replace one of the present mem- 
bers of your office force, and that it 
might even be you. When the sales- 
man shows up on Friday afternoon 
with a neat appearing collator which 
will assemble five different sheets of 
mimeographed paper with a slight 
pull of a handle, you still say it won’t 
work. 

Perhaps you are thinking of the 
“enjoyable hours” you have spent at 
your desk or table assembling mimeo- 
graphed material. You use a rubber 
finger or moisten your finger tips 
with glycerin and sit there for hours 
on end gathering papers. If it is a 
larger job, then ten or fifteen stacks 
of the various papers to be assem- 
bled are placed around a table and 
three or four women spend a most 
enjoyable afternoon on the merry-go- 
round, picking up papers and hand- 


ing them to another member of the 
staff who staples them. But to be 
frank, let’s consider that the collator 
means that one employee will be 
able to do the job that perhaps three 
or four have previously done, and in 
about one-third of the time. Actually, 
this will not replace any member of 
your present office staff, but it does 
mean that it will free some of you 
from the routine, and in many cases, 
drudgery of assembling these papers. 
It means also that you will be free to 
exercise your proficiencies as a sec- 
retary. 

The collator was selected at ran- 
dom as one piece of office equipment 
which will do a specific job and save 
time and money in an office. There 
are many other examples which 
could have been used. These might 
include an automatic tying machine, 
postage meter, manual or electric 
letter-opener, a tape, belt, or disc 
dictating equipment, electric stapler, 
electric timestamp, duplicating equip- 
ment, electric typewriter, automatic 
typewriters which function on the 
principle of the old player piano, and 
many others which you can readily 
think of. Office equipment of this 
type which has been developed 
through intensive research means 
that many jobs can be done in the 
office with a great saving of staff 
time. It does not necessarily mean 
that certain individuals on the staff 
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Fight the Filachines! 


by Ben D. Kingham 


Executive Director 


Illinois Tuberculosis Association 


before Abraham Lincoln Chapter 


Springfield, Illinois 


are eliminated. It probably does 
mean that within the limited budget 
for operation of an office, more work 
can be done more efficiently with the 
same number of personnel or that a 
job can be done without additional 
staff. 

Many trained secretaries “fight” 
office machines and equipment. If 
you analyze the situation thoroughly, 
though, you will see that you, as a 
trained secretary, can do one thing, 
at least, that machines cannot do. 
That is THINK. Recently, the Jap- 
anese have developed an automatic 
typewriter which types a letter di- 
rectly from the spoken voice. As I 
understand it, the voice can be on a 
tape or can be spoken directly to the 
typewriter. However, the Japanese 
have run into some difficulty because 
there are certain phonetics which the 
Japanese have difficulty producing, 
and as a result, the typewriter has 
difficulty understanding and typing. 
If the person dictating the letter 
makes a mistake, the mistake is 
typed. If your boss dictates a letter 
to you and you find that he has used 
the wrong verb, tense, or has ended 
a sentence with a preposition, you 
are in a position to make the correc- 
tion on the spot without further ref- 
erence to your boss. There are many 
other things that a good secretary 
can do which, to date, I have found 
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no machine to do. For example, there 
is no machine known which will auto- 
matically bring a fresh cup of coffee 
to the boss’s desk at 10:00 a.m. No 
machine has been devised to periodi- 
cally clean off the boss’s desk after 
he leaves for an urgent meeting. 
Periodically, a good secretary will 
clean out her boss’s cadenza or closet, 
and I know of no machine that will 
do this. The flowers or vines in an 
office need to be watered. The 
thermos flask on the table or desk 
needs to be filled with fresh water. 
I have seen no machine to date which 
will give the boss an assist in termi- 
nating a conference with a salesman 
who has overstayed his time. A sec- 
retary can go to another office and on 
the phone, remind the boss that he 
has another pending appointment. 
(The appointment may be with her 
or another member of the staff, but 
the salesman does not know this. ) 

Those things listed, which the sec- 
retary can do, but which machines 
cannot, many times, make the differ- 
ence between a stenographer and a 
secretary. 

So, don’t fight the machines. Wel- 
come them as a contribution of the 
modern age to the more efficient con- 
duct of an office and appreciate the 
fact that these machines do give you 
more free time to exercise the skills 
which you have as a secretary. 


BOXED 


PAPERS 





ee eoee® ee e 

You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 

Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original ‘“Hinge- 
Top” box or in 100-sheet packets. 

Secretaries and Teachers 

For free booklet of paper samples and 
Letter Placement Guide, write on your 
firm or school letterhead to Dept. SE. 


American Writing Paper Corporation 
Holyoke, Mass. 


For faster, cleaner typing Choose EAGLE-A 


EAG LE -A EAGLE-A 
BOXED TYPEWRITER 
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PAPERS PAPERS 











made by the makers of the famous 
EAGLE-A COUPON BOND, 
100% Cotton Fiber—Extra No. 1 Grade 
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Miss Ruth Gallinot, CPS Mrs. Jo Maes Knoerr Miss Margaret McCormick 





Candidates for 
Tuteruational Offices 





Miss Olive M. Porter Mrs. Elizabeth T. Roper Mrs. Marie Starr a, 
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Miss Melba K. House Mrs. Helen Kartman 
Great Lakes District Great Lakes District 








Miss Jane M. Klausman, CPS 
Northeast District 





Mrs. Hazel Kellar Mrs. Yvonne Lovely, CPS Mrs. Illien Austin, CPS 


Northwest District Southeast District 


€ 


SECU ALY 






Miss M. Merle Law 


trustee, NSAHTF 


Mrs. Odessa Hensen 
Southeast Trustee 
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Southwest District 





Lreasarer 


Pe 
Mrs. Clara B. Taylor 





Southwest Trustee 
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Miss Rutu GA.Luinot, CPS 


Chicago, Illinois 


Candidate for 


INTERNATIONAL PRESIDENT 


Education: 


Graduate, Wood River Community High School, Wood 
River. Illinois 

University of Kansas, Extension Division, Secretarial 
Science 

Business Course sponsored by U. S. Treasury Depart- 
ment, Washington, D. C. 

Night student, Secretarial Accounting and Court Re- 
porting, Jones Commercial and YMCA College, 
Chicago, Illinois 

Graduate of Dale Carnegie Leadership Training Course 
and Dorothy Carnegie Course for Women 

Attended Chapter Sponsored Study Classes 

Course in Parliamentary Procedure sponsored by Chi- 
cago Association of Parliamentarians 

Nicht student, University of Chicago, Political Science 

Achieved CPS rating in 1951 


Employment: 


Present—Secretary to Mr. Herb Karoll, President of 
Karoll’s, Inc., and President of Denton Sleeping Gar- 
ment Mills, Inc. 

Previous—Secretarial experience in government service, 
industrial, manufacturing, accounting, and advertis- 
ing fields 


NSA Activities: 


1946 Joined St. Louis, Missouri Chapter 
1948-1949 Recording Secretary, St. Louis Chapter 
1951-1953 President, Lake Shore Chapter 


1952 Chairman, Hospitality Committee, Illinois 
Division Meeting 
1952 Panel Member, Region III Meeting, North- 


east District 
1953-1954 Inter-Chapter Representative, Lake Shore 


Chapter 

1953-1954 Chairman, National Rules & Bylaws Com- 
mittee 

1953-1959 Chapter Parliamentarian and Bylaws Com- 
mittee 

1954 Chairman, Region III Meeting, Northeast 
District 

1955 Chapter Candidate for Secretary-of-the- Year 

1956 Moderator, Leadership Workshop for Chap- 
ter Treasurers, Great Lakes District Con- 
ference 


1956-1957 Treasurer, Illinois Division 

1956-1959 Parliamentarian, Illinois Division 

1957-1958 Conducted Parliamentary Procedure Classes, 
Summer Sessions, Lake Shore Chapter 


1958 Program Coordinator, Illinois Division Meet- 
ing 

1958 Chairman, International Resolutions Com- 
mittee 

1958 Moderator, Parliamentary Procedure Clinic, 


Great Lakes District Conference 
1958-1959 Chairman, Illinois Division Rules & Bylaws 
Committee 
1959-1961 Great Lakes District Vice President 
1952-1961 Attended all Conventions, Regional and/or 
District Conferences, and Division Meet- 
ings. Served on most chapter committees 
as chairman or member 


Other Affiliations: 


Member of National Association of Parliamentarians. 

Member and past Vice President, Dale Carnegie 
Alumni Association, Chapter 5, Chicago. 

Member of Pilgrim Lutheran Church. 


Platform on Association Affairs: 


Goals and Objectives: 

To support and promote the objectives of The National 
Secretaries Association (International) as adopted 
by members at International Conventions and imple- 
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mented in programs developed by units at all levels. 
To promote the Association’s aims and purposes 
through sound International policies and projects. 


Platform: 

1. Uphold the high standards of this Association that 
its position as the outstanding woman’s organiza- 
tion is maintained. 

2. Enhance the professional standing of the Associa- 
tion through effective public relations programs and 
all other appropriate means. 

3. Encourage participation of the membership in the 
professional educational program of CPS; the NSA 
Home; and all other accepted projects; and to work 
toward a definite continuing program for CPS. 

4. Maintain a close working relationship among Inter- 
national, Divisions, and Chapters. 

5. Keep the membership fully informed at all times in 
the belief that an informed membership is an in- 
terested and progressive membership. 

6. Encourage participation at all levels in programs to 
assist future secretaries. 

7. Bring NSA membership to all qualified secretaries 
in the United States and in other countries, broaden- 
ing so far as practicable the international aspects 
of our Association. 

8. Evaluate the accomplishments of NSA and build 
new hopes for still greater achievement. Research 
is a necessary basis for the development and im- 
provement of any program which seeks to give 
maximum service. 

9. Increase the effectiveness and service of the head- 
quarters office to the members. 


Mrs. Jo MAEs KNOERR 
Long Beach, California 


Candidate for 


INTERNATIONAL PRESIDENT 


Education: 


— of Washington Irving High School, New York 

ity 

Various business and language courses at Long Beach 
City College, Long Beach, California 

Speaks French, Italian, and Flemish 

Passed five sections of the CPS examination 


Employment: 


Present—Administrative Secretary to N. R. Dumont, 
President, Dumont Aviation Associates, Long Beach, 
California 


Previous—1947-1952 Secretary to I. Henry Harris, IJr., 
Attorney at Law, Los Angeles, California 

1943-1947 Secretary to Rent Director, Office of Price 
Administration, Los Angeles, California 

1941-1943 Secretary and Credit Manager to Dunhill’s, 
Men’s Clothing Shop, Huntington, West Virginia 

1935-1940 Manager of “Cinema Capitole,” Ghent, Bel- 


gium 
1932-1945 Stenographer for two years and then Secre- 
tary to President, Corporation owning Chain of Mo- 
tion Picture Theaters, Ghent, Belgium 
1931-1932 Receptionist and Stenographer, International 
Exhibit, New York City 


NSA Activities: 


1944 Charter member, Charleston Chapter, 
Charleston, West Virginia 
1944-1945 — for Kanawha Valley Antique 
ow 
1946 Charter member, Los Angeles Chapter, Los 
Angeles, California 
1947-1948 Chapter Treasurer 


1948 Registrar for National Convention, Los 
Angeles, California 
1949 Transferred to Queen Beach Chapter, Long 


Beach, California 
1951-1952 Editor, Chapter Bulletin 
1952 Publicity Chairman, Regional Conference 
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1952-1953 Inter Chapter Council Representative, Queen 
Beach Chapter 
Southwest District Reporter for THE SEC- 
RETARY 
1953 Appointed First California State President 
1953-1954 California State President 
1954 Presented to California Division, Jo Maes 
Knoerr Award 
1955 Hostess Committee, Public Relations Meet- 
ing, Long Beach, California 
Chapter Candidate, Secretary of the Year 
Contest 
1955-1956 Southwest Representative, Association By- 
laws Committee 
California Division Historian 
1956 Chairman, CPS Workshop, Secretarian 
Chapter 
1956-1957 President, Queen Beach Chapter 
1957-1958 Member, Board of Directors, Queen Beach 


Chapter 

1958 Chapter Candidate, Long Beach “Woman of 
the Year” Contest 

1960 Member, Hostess Committee, Public Rela- 


tions Meeting, Long Beach 
1960-1961 Member, International Resolutions Com- 
mittee 
Has been chairman and/or member of all standing com- 
mittees during membership in all three chapters 
Has attended five International Conventions, six Re- 
gional Conferences, five Division Meetings (all but 
two), and practically all Public Relations Meetings 
Was instrumental in organizing the first CPS review 
class at Long Beach Business and Technology In- 
stitute 


Other Affiliations: 


1942-1946 2nd Lieutenant, Civil Air Patrol 
Instructor of Morse Code and organizer of 
Civil Air Patrol Cadet Units in West 


Virginia 
1953 Member, U. S. A. F. Ground Observer Corps. 
1956-1957 Secretary, National Office Management As- 
sociation 
Served a year on Nominating and Schools 
Committees 


1958-1959 Property Mistress and Chairman, Address- 
ing Committee, Long Beach Community 
Playhouse 
1959-1960 Registrar and Teller, Awards Committee, 
Long Beach Community Playhouse 
1960 Hostess, Miss Italy and Miss Morocco, Miss 
International Beauty Pageant. Interpreted 
on television and radio for all French 
speaking contestants 
Secretary to Delegate, Democratic Conven- 
tion, Los Angeles, California 
Elected TWA Ambassadors Club 
1960-1961 Secretary, Play Reading Committee, Long 
Beach Community Playhouse 
Member, Membership Committee, National 
Office Management Association 
Has appeared in many plays at Long Beach Commu- 
nity Playhouse, Kanawha Players, and Los Angeles 
Adult Education 
Member of South Coast Orchid Society, San Gabriel, 
California 


Platform on Association Affairs: 


To work constantly for the. betterment of NSA and the 
advancement of the secretarial profession; 

To vigorously support and promote the aims of the 
Association as formulated by the membership; 

To maintain at all times a close relationship among 
Association, District, Division, and Chapter organi- 
zations; 

To fgg ge further participation by the membership 

e CPS Program; 

To" dneold and advance NSA’s Retirement Home 
Project; 

To further international relationships with secretaries 
throughout the world. 
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Miss MarGaret McCormick 
St. Louis, Missouri 
Candidate for 
INTERNATIONAL PRESIDENT 


Education: 
Graduate of Rosati-Kain High School, St. Louis, Mis- 


souri 

Chapter Study Courses 

Bachelor of Science degree, St. Louis University 

Passed two sections of the CPS examination; will retake 
examination in 1961 


Employment: 


Present—Secretary to Dr. E. A. Doisy, Director of the 
Department of Biochemistry, St. Louis University 
School of Medicine, and Administrative Secretary of 
the Department 


Previous—Stenographer, St. Louis University School of 
Medicine, St. Louis, Missouri 

Stenographer, Marx and Haas Korrect Klothing Com- 
pany, St. Louis, Missouri 

Stenographer, Firmin Desloge Hospital, St. Louis 


NSA Aetivities: 


1946 say the St. Louis Chapter, St. Louis, Mis- 
sou 

1947-1948 Fc al Chapter Ways and Means Com- 
mittee 


1948-1949 PPinnn wd Scholarship Committee 

1949-1950 Chairman, Scholarship Committee 

1951-1953 President, St. Louis Chapter (2 terms) 

1953-1954 Treasurer, Missouri Division 

1954-1955 SW District Representative, International 
Achievement Award Committee 

1954-1956 Vice President, Missouri Division (2 terms) 

1956-1958 President, Missouri Division (2 terms) 


1958 Installed the El Camino Real Chapter in 
Sikeston, Missouri 

1958 Chairman, Arkansas-Kansas- Missouri-Okla- 
homa Regional Conference, St. Louis, 
Missouri 


1958-1959 Assistant Editor, THE SECRETARY 
1959-1960 Southwest District Vice President (2 terms) 
1960 Installed the Lindbergh Chapter, St. Louis 
County, Missouri, and the Helsinki Chap- 
ter in Helsinki, Finland 
Attended all Missouri Division meetings since 1952 
Attended Illinois Division meetings in 1954 and 1956 
Attended Workshops in Cape Girardeau, Missoui; 
Springfield, Illinois; Kansas City, Missouri; Carbon- 
dale, Illinois; and those of St. Louis Chapter 
Attended four Regional Conferences and has attended 
five others since 1959 as Southwest District Vice 
President 
Attended all International Conventions since 1951 


Other Affiliations: 


Alumni Associations of Rosati-Kain High School and 
St. Louis University 
Group Action Council 


Platform on Association Affairs: 


The Association, under the capable leadership of its 
past Presidents, has grown to magnificent heights. 
It is my earnest pledge to do all possible to see that 
our Association continues to progress. This will be 
possible by seeking the advice and counsel of those 
dedicated to this goal—the Institute for Certifying 
Secretaries, the Home Trustees, and our Educational 
Consultant—and by making every effort to be a true 
representative of our Association; 

To bring the benefits of our Association to ALL Secre- 

» taries no matter where they are; 

To attempt through our Public Relations Director, 
through articles in THE SECRETARY, and through 
other publications to educate Management with the 
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fact that women enter secretarial work because IT 
IS.A PROFESSION; 

To do all possible to encourage full participation in all 
major projects adopted by our Association. 


In summary: 

To represent you, the members, to the best of my ability 
and to lead our Association in a professional manner 
remembering at all times the tremendous responsi- 
bility one has as President of our Association. 


Miss Ouive M. PorTER 
Wilmington, Delaware 
Candidate for 
INTERNATIONAL PRESIDENT 


Education: 


Graduate of Wilmington High School, 
Delaware 

Extension courses from University of Delaware and 
University of Pennsylvania on various subjects in- 
cluding economics, sociology, and languages 


Wilmington, 


Employment: 


Present—Secretary to Mr. Emile F. du Pont, Member 
Board of Directors; Member Finance Committee; 
Director, Employee Relations Department, E. I. du 
Pont de Nemours and Company, Wilmington, Dela- 
ware 

Has acquired a total of 36 years’ service with E. I. du 
Poni de Nemours and Company, serving as secretary 
to several executives in charge of personnel and labor 
relations work prior to present position 


Previous—Stenographer, Board of Education, Wilming- 

ton, Delaware 
e Stenographer, Judge William T. Lynam, Attorney, 

Wilmington, Delaware 

Stenographer, H. K. Mulford Co., manufacturers of 
biological and pharmaceutical products, Philadelphia 

While in Philadelphia, conducted own business in 
evenings as a Public Stenographer 


NSA Activities: 


1949-1951 ae Member and Treasurer, Delaware 
apter 
1951-1953 President, Delaware Chapter, Wilmington 
1953-1956 Treasurer, Delaware-Maryland-District of 
Columbia Division 
1955-1956 Chapter Bulletin Committee 
1956-1957 Chapter Scholarship, Education, and Secre- 
taries Week Committees 
1956-1960 Chapter Parliamentarian 
1957-1958 Chapter Bylaws Committee 
1958-1959 Chairman, International Resolutions Com- 
mittee 
1959-1960 International Treasurer 
Chapter Bylaws and Secretaries Week Com- 
mittees 
1960-1961 International Treasurer 
Was NSA Representative, Region II, Federal Civil De- 
fense Women’s Council, Washington, D. 
Has attended all International Conventions, "1952- 1960 
Has attended all District Conferences and Regional 
meetings, 1951-1957, and all Division Meetings, 
1951-1960 
Attended Southeastern District Conference, 1960 


Other Affiliations: 


Member, Grace Methodist Episcopal Church, Wilming- 
ton, Delaware 

Member, Mizpah Chapter, Order of the Eastern Star 

Du Pont Country Club 


Platform on Association Affairs: 


To assist in maintaining an active, articulate, and en- 
thusiastic membership; 
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To help in interpreting membership responsibilities, as 
well as membership privileges; 

To be of service in continuing a public relations pro- 
gram to further our objectives, thus promoting the 
growth of our organization as a professional Asso- 
ciation; 

To assist constructively in the advancement and build- 
up of the interests and ideals of the Association as 
a whole to best and most efficiently serve the com- 
mon gi 

To encourage the membership to participate in and pro- 
mote the Certified Professional Secretaries Program, 
with the objective of increased recognition of CPS by 
management; 

To be of constructive assistance in promoting the de- 
velopment of the Retirement Home Project. 


Mrs. EvizABeETH T. ROPER 
Augusta, Georgia 
Candidate for 
INTERNATIONAL PRESIDENT 


Education: 

Graduate of Tubman High School and Hurst Business 
College, Augusta, Georgia 

Attended night courses at Augusta College, University 
of Georgia— Augusta Center (securing college 
credits), and Augusta Vocational School. 

Dale Carnegie Self-Improvement Course 

Completed several sections of the CPS examination 


Employment: 


Present—Secretary to M. H. Mooney, District Plant 
Manager and District Chief Clerk of Plant Depart- 
ment of Southern Bell Telephone and Telegraph 
Company, Augusta, Georgia, since November, 1936 


Previous—Stenographer and Credit Investigator, Sears, 
Roebuck & Company, Augusta, Georgia—three and 
one-half years 

Stenographer, J. W. Hendrix, CPA, Concord, North 
Carolina, three months 


NSA Activities: 


1952 Charter member of Fairways Chapter, Au- 
gusta, Georgia 
1952-1953 Chapter Transportation Committee Chair- 
man 
1953-1954 Chapter Program Committee Chairman 
Second Vice President, Fairways Chapter 
1954 Placed third in Miss SE District Contest 
1954-1956 Chapter President, organized Aiken Chapter 
while serving as President 
1955 Secretary of the Year—Fairways Chapter 
Chapter candidate for SOTY 
1956-1957 Vice President, Georgia Division 
1956 Member of Leadership Clinic, SE District 
Conference 


1957-1958 President, Georgia Division 
Attended three outside Division Meetings 
1957 Secretary of the Year, Georgia Division 


Member of Panel, Georgia Division Annual 
Meeting 
Member of Division Clinic, International 
Convention 
1958-1960 Southeastern District Vice President 
Chairman of Board Committee on Retire- 
ment Insurance Program 
Has attended all Board and Chapter Meetings except 
two (out of town on NSA business), 1952-1960 
Has attended all Georgia Division Annual Meetings, 
1954-1960 
Attended Southeastern District Conferences, 1954-1960; 
served as delegate three years 
1955-1960 — all International Conventions, two 
ears as delegate, three years as alternate 
1960-1961 Cilia Chapter CPS Service Committee 
Member of Chapter Education Committee 
Member of Georgia Division CPS Service 
Committee 


THE SECRETARY—May, 1961 





Worked with Georgia Center for npiewing Bu. 


Education and presented first Professio: 
Secretary’s Study program at Augusta 
College—25 weeks, covering six areas of 
CPS examination 


Other Affiliations: 


Member of Civic Woman’s Club of Augusta, Georgia. 
Served as Publicity Chairman 1955-1958, Recording 
Secretary 1956-1958, Second Vice President 1958- 
1959, Director 1959-1961 

United Cerebral Palsy Telethron, Telephone Com- 
mittee 1955 

= Cerebral Palsy Telethron, Planning Committee 

61 


Platform on Association Affairs: 


To work constantly for all members of NSA through 
cooperation with the International Board of Direc- 
tors, Board of Trustees of NSAHTF, and the Insti- 
tute for Certifying Secretaries; 

Continue the Association’s efforts to upgrade the secre- 
tarial profession by providing unusual and worth- 
while educational programs, and to encourage secre- 
taries to participate in the CPS program; 

Create and stimulate interest in our Association and 
corms qualified secretaries to become members 

of N 


—— and promote all NSA programs; 

Perform the duties of the office of President in an effi- 
cient and professional manner, create good public 
relations at all times, and promote international 
relationships. 


Mrs. MARIE STARR 
Fort Lauderdale, Florida (Pompano Beach Chapter) 


Candidate for 
INTERNATIONAL PRESIDENT 


Education: 


Graduate of Peabody High School, Pittsburgh, Pennsyl- 
vania 

Two and one-half years of night school at University of 
Pittsburgh—School of Business Administration 

Twelve years at various night schools, including Ameri- 
can Institute of Banking 

CPS—passed all six sections, but not within the allotted 
retake periods. Continuing to retake. 


Employment: 


Present — Secretary to Mr. W. Kenneth Pittman, 
Executive Vice President, First National Bank of 
Pompano Beach, Pompano Beach, Florida 


Previous—Secretary to Mr. Harry A. Judge, Executive 
Vice President, Fidelity National Bank of West Fort 
Lauderdale. Also, an officer of the bank (Assistant 
Cashier). Three years 

Secretary to Director of Purchases, H. J. Heinz Com- 
pany, Pittsburgh, Pennsylvania. Four years 

Secretary to Vice President, Morris Knowles, Inc., 
Pittsburgh, Pennsylvania. Three and one-half years 

Secretary to Vice President and District Manager, 
Allied Building Credits, Inc., Pittsburgh, Pennsyl- 
vania. Four years 


NSA Activities: 


1951 Joined Pittsburgh Chapter, Pittsburgh, 
Pennsylvania 
1953 Organized Fort Lauderdale, Florida Chapter 
1953-1955 President, Fort Lauderdale Chapter 
1954 Chapter’s entrant in “Miss Southeastern 
District” contest 
Delegate to Division Meeting—two years 
Delegate to District Conference—two years 
Delegate to International Convention — two 
years 
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1955 Judged Scrapbook Contest, International 
nvention 
Chairman, Southeastern District Conference 
-- - fe President, Florida Division 


— Clinic Panel—International Conven- 


mapusouded NSA at BPW Bienniel Conven- 
tion 
Coordinator of Workshops at Southeastern 
District Conference 
Included in first edition of ““Florida’s Women 
of Distinction” 
Chapter “Secretary of the Year” 
1957 Organized Hollywood Chapter, Hollywood, 
Florida 
1957-1958 International Secretary 
1957-1960 Chapter Parliamentarian 
1958 Named in “Who’s Who of American Women” 
1959 Coordinator of International Convention at 
Miami Beach 
1959-1961 International Secretary 
1960 Organized Pompano Beach Chapter, Pom- 
pano Beach, Florida 
Transferred membership to Pompano Beach 
Chapter (Business affiliation now in Pom- 
pano Beach) 
Has attended all District Conferences and International 
Conventions 


Other Affiliations: 


Member of St. Anthony’s Church 

Past Corresponding Secretary of Fort Lauderdale’s 
Swimming Association 

Past Secretary of Finaba Club 

Member of Parent-Teachers’ 
officer 

Past member National Association of Bank Women 

Member of American Institute of Banking 

Secretary of American Institute of Banking’s local 
chapter, 1959 

Director of local chapter of American Cancer Society, 
1958-1960 


























































Association and past 


Platform on Association Affairs: 


To uphold the high standards of NSA; to serve and 
represent the membership, as in the past, to the very 
best of my ability; and to conscientiously continue to 
promote our CPS program, the Home, and all related 
projects, on all levels. 


Miss MELBA K. House 
Dayton, Indiana (Lafayette Chapter) 


Candidate for 
GREAT LAKES DISTRICT VICE PRESIDENT 


Education: 


Graduate, Dayton High School, Dayton, Indiana 

Graduate, Lafayette Business College, Lafayette 

Evening courses as follows: English Literature, English 
Composition and Developmental Reading, Purdue 
University, Lafayette, Indiana; Business Law and 
Human Relations, Adult Education Classes, Jefferson 
High School, Lafayette 


Employment: 


Present—Secretary to the Dean of the School of Home 
Economics, Purdue University, Lafayette, Indiana 


Previous—Secretary to the Head and Business Manager 
of the Department of Botany and Plant Pathology, 
Purdue University 


NSA Activities: 


1953 Joined Lafayette Chapter 

1953-1954 Chairman, Chapter Program Committee (in- 
cluded Secretaries Week) 

1954-1955 Vice President, Lafayette Chapter 
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1946-1949 Program Committee of Chapter 


f 
1955-1956 President, Lafayette Chapter Sik , 
A 1949-1950 Chapter Civic & Altruistic Chairman 


Organized and installed new chapter, Logans- <4. 


eile 
uw 





port, Indiana, while serving as president 
Chapter Secretary of the Year Candidate in 
the International SOTY contest 
Presided at Chapter’s first workshop 
1956-1957 Director, Lafayette Chapter 
Chairman, Chapter Education Committee 
Chairman, Division Secretaries Week Com- 
mittee 
1957-1958 Treasurer, Indiana Division 
Member, Chapter Membership Committee 
1958-1959 Treasurer, Indiana Division 
Member, Chapter Bylaws Committee 
1959-1960 Vice President, Indiana Division 
Member, Chapter Bylaws Committee 
Coordinator of the Division Annual Meeting 
1960-1961 President, Indiana Division 
In charge of Division Officers’ Workshop 
Attended five Division Annual Meetings, one 
as delegate 
Attended six Division Officers’ Workshops, 
leader in sessions at five of these 
Attended five Regional or District Confer- 
ences, serving as moderator or panel mem- 
ber at three 
Attended four International Conventions, one 
as delegate, one as Division representative 


Other Affiliations: 


Member of Memorial Presbyterian Church, Dayton, 
Indiana 

Member of church choir; chairman of Business and 
Professional Women of Presbyterian Women’s Organ- 
ization, Crawfordsville Presbytery; past president of 
Women’s Organization; member Synodical Committee 
to plan Retreat for Business and Professional 
Women’s group 

Member, Business and Professional Women’s Organi- 
zation, Lafayette, Indiana 

Member, Order of Eastern Star (a past worthy matron) 

Associate Member of Lambda Tau Delta Sorority 


Platform on Association Affairs: 


To continue to serve NSA to the best of my ability and 
to improve professional quality and efficiency of the 
Association; 

To promote participation of the membership in CPS, 
Home projects, and all other NSA accepted programs 
by informing the members of the advantages and 
progress thereof; 

To continue to improve organizational structure of the 
Divisions and Chapters and to maintain a closer 
working relationship between the Association, Divi- 
sions, and Chapters; 

To further the work of my predecessors for the Great 
Lakes District to the best of my ability and to repre- 
sent all of the chapters in the District in a manner 
for the betterment of the Association. 


Mrs. HELEN KARTMAN 


Youngstown, Ohio 
Candidate for 


GREAT LAKES DISTRICT VICE PRESIDENT 
Education: 
Graduate South High School, Youngstown, Ohio 


Employment: 


Present—Secretary to A. E. Adams, Jr., President, 
Union National Bank of Youngstown, Ohio—20 years 


Previous—Secretary to New Business Manager, Ohio 
Edison Company, Youngstown, Ohio 


NSA Activities: 


1946 Charter Member, Yo-Mah-O Chapter, 
Youngstown 
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1950 Chapter Nominating Committee 

1950-1951 Chapter Social Committee Chairman 
1951-1952 Chapter Membership Committee 

1952-1953 Chapter Recording Secretary 

1953-1954 Chairman, Chapter Membership Committee 
1954-1955 Chapter Secretaries Week Co-Chairman 
1955-1956 Chapter President 

1956-1957 Chairman, Chapter Boss Night Committee 
1957-1958 Treasurer, Ohio Division 

1958-1959 Secretary, Ohio Division 

1959-1960 Vice President, Ohio Division 

1960 General Chairman, Ohio Division Meeting 
1960-1961 President, Ohio Division 

1957-1960 Speaker, Ohio Division Workshop (4 years) 
1957 & 1960 Speaker, Great Lakes District Conference 


Other Affiliations: 


Member Fosterville Memorial Church, Youngstown, 


io 
wer Yo-Mah-O Bowling League (currently Treas- 
urer 
Former member American Banking Association 
Former member Advisory Board of Mahoning County 
Society for Crippled Children and Adults 


Platform on Association Affairs: 


K — Keep members informed 

A — Acquaint qualified secretaries with NSA 

R — Represent each NSA member 

T — To serve to the best of her ability 

M— Maintain professional standards 

A — Achieve wider recognition from management 
N — Nourish interest in all NSA projects 


Miss JANE M. KLAausmMANn, CPS 


Syracuse, New York 
Candidate for 


NORTHEAST DISTRICT VICE PRESIDENT 


Education: 


Assumption Academy, Syracuse 

Central City Business Institute, Syracuse 

Night Student, University College, Syracuse University 
(working towards B.A. Degree; has Associate Degree 
in Applied Science) 

Practical Politics Seminar Graduate 

College and Chapter-sponsored study groups 

Special courses for Private Pilot License obtained 1945 

Received CPS certificate 1953 


Employment: 


Present—Executive Secretary to E. R. Monesmith, Vice 
President-Marketing; and A. F. Uhrlandt, Director- 
woe Sales, Crouse-Hinds Company, Syracuse, New 

ork 


Previous—Group Leader, Credit Department 
Invoice Correspondent 
Secretary to Credit Manager 


NSA Activities: 
1951 Joined Syracuse Chapter, Syracuse, New 


ork 
1951-1952 Member, Chapter Hostess Committee, Syra- 
cuse State Meeting 
1953-1954 Corresponding Secretary, Syracuse Chapter 
Chairman, Chapter Committee for Division 
Secretary Campaign 
Team Captain, NSA Home Fund Project 
1954-1955 Vice President, Syracuse Chapter 
— First Syracuse Secretarial Work- 
shop 
1955-1956 President, Syracuse Chapter 
1956-1957 Northeast Representative, Institute for Cer- 
tifying Secretaries 
Chairman, New York State Division Budget 
and Finance Committee 
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1957-1958 President, New York State Division 
hairman, International Electors’ Committee 
Chapter Secretary of the Year 
Moderator, Secretarial Workshop at Cazen- 
ovia College 
1958-1959 Northeast representative, International 
Rules and Bylaws Committee 
Northeast representative, International 
Handbook Committee 
Presented Rules and Bylaws at International 
Convention 1959 
1959-1960 Chairman, International Rules and Bylaws 
Committee 
1960-1961 Northeast District Vice President 
Served as member or chairman of most chapter com- 
mittees 
Attended all Association, District, Division Conven- 
tions/ Meetings since 1953 
Active in Syracuse Chapter Chorus, Chapter Bowling 
League (President 1952-1953), and Chapter Golf 
League (Golf Chairman 1960 and 1961) 


Other Affiliations: 


Commonweal Club of Syracuse (past officer) 

Syracuse Club, Business and Professional Women (past 
officer) 

Republican Citizens’ Committee of Onondaga County 

Civil Defense, County of Onondaga 

Assumption Church 


Platform on Association Affairs: 


To further Association objectives, policies, and projects 
at all levels of NSA, encourage closer relationship 
and greater participation among Association, district, 
division and chapter representation; 

To represent chapters in the Northeast District to the 
best of my ability, and to work for the greatest pos- 
sible benefits for all members. 


Mrs. Hazet A. KELLAR, CPS 


Portland, Oregon 


Candidate for 
NORTHWEST DISTRICT VICE PRESIDENT 


Education: 


Graduate of Park Rapids High School, Park Rapids, 
Minnesota 

Special course in Engineering Mathematics, Purdue 
University Extension, Indianapolis, Indiana 

Night course in Office Organization and Management, 
Portland State College 

Chapter sponsored courses on Law, Business Adminis- 
tration, Accounting, Economics 

Achieved CPS rating in 1954 


Employment: 


Present—Secretary to Mr. M. G. Stephens, Regional 
Manager of The Coca-Cola Company, Portland, 
Oregon 


Previous—Secretary to three previous Regional Man- 
agers of The Coca-Cola Company, Portland (since 
January 1948) 

Over eight years’ experience as secretary in engineer- 
ing and management, RCA Victor Division, Indian- 
apolis, Indiana, and Camden, New Jersey 

Several years’ experience in County Welfare Office and 
law office 


NSA Aetivities: 


1953 Joined Oregon Trail Chapter 
1953-1954 Chapter Reservations Committee 
1954 Filled unexpired term as Second Vice Presi- 
dent, Oregon Trail Chapter 
Chairman, Finance Committee, 
Conference 
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Regional 


Be 1954-1955 Treasurer, Oregon Trail Chapter 
Ch: ‘na 1955 Chapter Secretary of the Year 
Member, Panel on Public Relations at Re- 
gional Conference 
1955-1956 First Vice President, Oregon Trail Chapter 
Casebrook Collector, Oregon Trail Chapter 
1955-1961 Member, Chapter Speakers Bureau 
1956-1957 President, Oregon Trail Chapter 
1957 Chapter Secretary of the Year 
Chairman, Division Nominations Committee 
Member, Panel on CPS at Division Meeting 
Chairman, Secretaries Week 
Moderator, Education Workshop at Regional 
Conference 
1957-1958 Chairman, Chapter Publicity and Public Re- 
lations Committee 
Chairman, Chapter Speakers Bureau 
Northwest District Representative, Inter- 
national Rules and Bylaws Committee 
(filled unexpired term) 
1958 General Chairman, Regional Conference 
1958-1959 Vice President, Oregon Division 
Member, International Rules and Bylaws 
Committee 
Chairman, Chapter Bylaws Committee 
1959 Speaker on CPS at Secretarial Seminar, 
Portland State College 
1959-1960 President, Oregon Division 
1960-1961 Northwest District Vice President 
Speaker on CPS at Secretarial Seminars at 


University of Oregon, Eugene, Oregon, 
and The Sheraton-Portland Hotel 

Has served on all Chapter committees 

Has attended four International Conventions: one as 


delegate, two as alternate 
Has attended nine Regional Conferences and five Divi- 
sion Meetings (two as delegate) 


Platform on Association Affairs: 


To support and promote all projects and programs of 
the Association; 

To encourage increased participation in CPS by the 
membership; 

To promote the Home proiect with a view to its timely 
completion; 

To work toward increased membership in established 
chapters as well as formation of new chapters in an 
effort to make the benefits of NSA available to all 
qualified secretaries; 

To enhance the professional standing of the Associa- 
tion through all appropriate means; 

To keep the membership fully informed at all times, in 
the belief that an informed membership is an inter- 
ested and active membership. 


Mrs. YVONNE Love y, CPS 
Oak Ridge, Tennessee 


Candidate for 
SOUTHEAST VICE PRESIDENT 


Education: 


Honor Graduate, Washington College High School, 
Washington College, Tennessee 

Draughon Business College, Knoxville, Tennessee 

Certified Professional Secretary (1955) 

Currently enrolled in University of Tennessee Evening 
School working toward B.S. degree in Business Ad- 
ministration 


Employment: 


Present—Secretary to R. W. Johnson, Assistant Lab- 
oratory Director for Professional Personnel and Uni- 
versity Relations, Oak Ridge National Laboratory, 
Oak Ridge (since 1954) 


Previous—Secretary to Director, Oak Ridge School of 
Reactor Technology, Oak Ridge National Laboratory 
(1950-1954) 


Page 33 








NSA Activities: 


1953-1954 Joined Oak Ridge Chapter 
Chairman, Chapter Bulletin Committee — 
1954-1955 Chairman, Chapter Ways and Means Com- 
mittee 

1955-1956 Chairman, Chapter Publicity Committee 
1956-1957 Vice President, Oak Ridge Chapter 
1957-1958 Vice President, Tennessee Division 
1958-1960 President, Tennessee Division (two terms) 
1960-1961 Southeast District Vice President 
Attended seven Division Meetings, three Southeast Dis- 

trict Conferences, five International Conventions 


Other Affiliations: 


Member, First Presbyterian Church of Oak Ridge 
Oak Ridge Civic Music Association and Symphony 
Orchestra 


Platform on Association Affairs: 


To promote better communication from chapter mem- 
bers, through channels, to the International Board; 
To promote the educational objectives of NSA through 
active support of the CPS program and its Service 
Committee; 

To represent conscientiously each of the members of 
the International Association, considering the opin- 
ions of the minorities as well as those of the majority. 


Mrs. ILLIEN AustTIN, CPS 


Houston, Texas 
Candidate for 
SOUTHWEST DISTRICT VICE PRESIDENT 


Edueation: 


Graduate, Milby High School and Draughon Business 
College, Houston, Texas 

Extension Courses, Texas A & M College, College Sta- 
tion, Texas 

Night courses at University of Houston, Houston, Texas 

Specialized courses, seminars and workshops sponsored 
by NSA 

Received CPS certificate in 1953 


Employment: 


Present—Secretary to W. E. Carmichael, District 12, 
Texas Highway Department, Houston, Texas (11 
years) 


Previous—Secretary to A. C. Kyser, District Designing 
Engineer, Texas Highway Department, Houston 
(2 years) 

Secretary to Manager, Houston Country Club (8 years) 


NSA Activities: 


1958 Joined Houston Chapter, Houston, Texas 
1953-1954 Member, Chapter Ways and Means Com- 


mittee 
1954-1955 Editor of STRIKEOVERS, Chapter Bulletin 
1955-1956 Corresponding Secretary, Houston Chapter 
Member, Chapter Auditing Committee 
Member, Texas-Louisiana Division Officer 
Nominations Committee 
1956-1957 First Vice President, Houston Chapter 
1957-1958 President, Houston Chapter 
Participated in Leadership Clinic at Re- 
gional Conference 
Participated in Parliamentary Law Work- 
shop at International Convention 
1958-1959 IPP Adviser to Chapter Executive Board 
First Vice President, Texas-Louisiana Divi- 
sion 
Chairman, Division Procedure Manual Com- 
mittee 
Program Chairman for Texas-Louisiana Di- 
vision Meeting 
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Participated in Division Officer Panel at Re- 
gional Conference 
1959-1960 President, Texas-Louisiana Division 
Member, Chapter Arrangements and Semi- 
nar Committees 
1960-1961 President, Texas-Louisiana Division 
Member, Chapter Bulletin Committee 
Member, Past Presidents’ Advisory Com- 
mittee 
Presented International Nominations Com- 
mittee report at Convention 
Attended seven Division Meetings (one as alternate, 
one as delegate), six Regional Conferences (one as 
alternate, one as delegate), and seven International 
Conventions (one as alternate, one as delegate, two 
as Division representative) 








Other Affiliations: 


Member, Eta Sigma Phi Unit of the Texas State Asso- 
ciation of Parliamentarians, National Association of 
Parliamentarians 

Member, Texas Public Employees’ Assoeiation 





Platform on Association Affairs: 


To continue to learn as much as possible about all 
phases of NSA in order to render desired service to 
the membership; 

To fully utilize time and capabilities in extending 
judicious cooperation, independent thinking, and 
complete information on all matters in fulfillment of 
responsibilities, both to the membership and to the 
International Board of Directors. 


Miss M. MERLE Law, CPS 


London, Ontario, Canada 


Candidate for 
INTERNATIONAL SECRETARY 


Education: 


Graduate of Ingersoll Collegiate Institute 

Honor Graduate Westervelt Business College 

Honor Graduate Insurance Institute of Canada 

Graduate Junior Chamber of Commerce course in 
Effective Speaking 

Night School Courses: Shorthand Review, Psychology, 
Secretarial Accounting, Business Law, Economics 

Chapter Sponsored Study Groups 

Adult Education Course in Comprehensive Reading 

Received CPS in 1960 


Employment: 


Present—Secretary to J. A. Campbell (retired) writing 
80-year history of The London Life Insurance Com- 
pany, and Secretary to R. E. Munro, Actuary, The 
London Life Insurance Company 


Previous—Secretary to J. A. Campbell, Vice-President 
and Chief Actuary, London Life Insurance Company 
(now retired) 


NSA Activities: 


1953 Member-at-Large 
1955-1957 Charter President, London Centennial Chap- 
ter (in its first two years the chapter spon- 
sored two Secretarial Seminars’ with 
attendance of 300) 
1957-1958 Chairman, New Chapters Committee—pro- 
cured Kitchener-Waterloo Chapter 
Chairman, Publicity Committee, 
Chapter 
1957-1959 Charter President, Canadian Division 
1958-1959 Chairman, Special Canadian Division Com- 
mittee, procured Toronto Chapter 
Individually procured “Halifax-Dartmouth 
Chapter by mail 
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London 


1959 Chairman; Leadership Training Clinics in 
London and in St. Catharines 
1959-1960 Chairman, Seminar Committee, London Cen- 
tennial Chapter 
Chairman, Membership & Chapter Procure- 
ment, Canadian Division 
Member, Education Committee, 
Division 
Member, International SOTY Committee 


Canadian 


1960 Chairman in charge of arrangements and 
participated in Leadership Training Clinic 
in London 

1960-1961 Chairman, International Education Com- 


mittee 
Chairman of a new chapter committee to de- 
velop and set up an Educational-Aid Loan 
Fund for students in City Secondary 
Schools proceeding to secretarial training 
Has written articles promoting NSA and CPS for pub- 
lication in Canadian Trade magazines 
Has attended six Conventions, five District Conferences, 
and three Division Meetings 


Other Affiliations: 


Tri Sigma Club—YM-YWCA—has held all offices and 
been chairman of all committees 


Platform on Association Affairs: 


To be conscientious in serving the membership of the 
Association at all times and in furthering its pro- 
grams and projects in accordance with the principles 
and objectives outlined in the International Bylaws; 

To bring to the Association experience in problems 
relating to international functioning, and to work 
with the International Board to provide solutions 
which will promote growth in numbers and in quality. 


Mrs. Ciara B. TayLor 
Cincinnati, Ohio 
Candidate for 
INTERNATIONAL TREASURER 


Education: 


Notre Dame Academy, Covington, Kentucky 

Graduate, Nelson Business College; Dale Carnegie In- 
stitute, Cincinnati 

Presently attending CHASE Evening College and 
Xavier University for CPS Review 

Passed four sections CPS examination on first try. Re- 
take in 1961 


Employment: 


Present—Secretary to Richard J. Mack, President, The 
Mack Shirt Corporation (Shapely Shirts), Cincin- 
nati, since 1955 


Previous—Secretary and Assistant to Purchasing Agent, 
Ohio Advertising Display Company, Cincinnati 

Secretary to the General and Sales Managers of same 
company, prior to above 

Secretary to Sherwood L. Reeder, Director of Master 
Plan, City Planning Commission, Cincinnati 


NSA Activities: 


1950 Became member of Cincinnati Chapter 

1951-1953 Treasurer, Cincinnati Chapter (two terms) 

1953-1954 Vice — of Chapter; Chairman, Boss 
Night 

President, Cincinnati Chapter 

Chairman, Chapter Publicity-Public Rela- 
tions 

General Chairman, 1955 NE District Re- 
gional Meeting 

Chairman, Division Program Committee 

Ohio Division Treasurer 

Participated in Great Lakes District Con- 
ference Workshop for Treasurers 
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1954-1955 
1955-1956 


1956-1957 






















1957-1958 Ohio Division Secretary 
Leader of Treasurers-Secretaries Workshop 
at Great Lakes District Conference 
1958-1959 Ohio Division Vice President 
General Chairman, 1959 Division Meeting 
1959-1960 Ohio Division President 
Cincinnati Chapter SOTY 
Ohio Division SOTY 
1960-1961 Member of International Secretaries Week 


Committee 
Chairman, 1960 Division Workshop in Co- 
lumbus 


Chairman of Division International Affairs 
Committee (Advisory) 
Associate Editor, Cincinnati Chapter bulletin 
Has been member or chairman of most chapter com- 
mittees 
Has attended many Division, District, and International 
Meetings/Conventions 


Other Affiliations: 


Past President, Queen City Toastmistress Club 

Charter Member, Women’s Division, Cincinnati Asso- 
ciation Purchasing Agents 

Member, Little Acorns Investment Club 




























seoetese 


Platform on Association Affairs: 


Because I believe so firmly in the aims and purposes 
of NSA, I promise: 
to do my very best at all times for their further- 
ance; 

to cooperate with the members and officers; 

to give my support and interest to ALL NSA pro- 
grams, including CPS Institute and NSA Home, 
and to work toward early completion of our 
Home project. 


Mrs. Opessa HENSON 
Atlanta, Georgia 
Candidate for 
SOUTHEAST DISTRICT TRUSTEE, 
NSA HOME TRUST FUND 

































Education: 


High School and Business College Graduate 

B. L. Degree, Atlanta Law School, Atlanta, Georgia 

Attended all Chapter Study Courses, Workshops, and 
Seminars 

Attended many other Institutes, Seminars, and Special 

Study Courses 





Employment: 


Present—Executive Secretary in the Executive Offices 
of Rich’s, Inc. 


Previous—Has been actively employed in the Execu- 
tive Offices of Rich’s, Inc., for 39 years 


NSA Activities: 


1945 Charter member and first President, Atlanta 
Chapter 
1946 Reelected Chapter President; attended first 
NSA National Convention as Chapter dele- 
gate 
1950 Member National Secretaries Home Project 
Committee 
Editor, Chapter Bulletin 
Member, Chapter Welfare Committee 
1950-1957 Chapter Adviser on NSA Home Project 
1951 Chairman, Chapter Public Affairs Committee 
Member, Chapter Bylaws Committee 
1952 Co-Chairman, Chapter Education Committee 
Member, Chapter Program Committee 
1953 Co-Chairman, Chapter Education Committee 
First Institute held 
1954 Member of Chapter Publicity and Public 


Affairs, Institute, and Achievement Awards 
Committees 
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Member of Chapter Bylaws, Public Affairs, 
Institute, and Education Committees 

Assistant Parliamentarian, Chapter 

Asistant Chapter Chaplain 

Candidate for Southeast District Vice Presi- 


1955 


1956 


dent 
Chapter Institute Committee 
Chapter Program, Institute, and CPS Com- 
mittees 
Chapter Home Proiect Chairman 
Chapter Institute Committee member 
1958-1960 Adviser to Chapter Executive Board on NSA 
Home Trust Fund Matters 


1957 
1958 


1959 Chairman, Chapter Human Relations Com- 
mittee 
Chapter Institute Committee member 
1960 Chairman, Chapter Home Service Committee 


Assistant Chapter Parliamentarian 
Assistant Chapter Chaplain 
Chapter Publicity and Public Relations Com- 
mittee 
Has attended five Division Meetings, ten Regional or 
District Conferences, and three Association Conven- 
tions 


Other Affiliations: 


1947-1949 First National President of Secretaries Inter- 
national which originated the NSA Home 
Fund; in that capacity accepted the first 
check donated to the fund. Under her ad- 
ministration, the first benefit project for 
the Home was conducted 
Member and past local and past Georgia State Presi- 
dent, Business & Professional Women’s Club. At- 
tended conventions and board meetings for this 
organization and served on national committees 
Life Trustee of the Georgia State Business & Profes- 
sional Women’s Foundation 
Life Trustee of the Atlanta Business & Professional 
Women’s Club Benevolent Foundation 
Member of ZONTA Club of Atlanta 
Member Westminster Presbyterian Church 
Saluted as “Citizen of the Day” by Radio Station 
WQXI, Atlanta, Georgia, in 1959 


Mrs. Epna SoupEr, CPS 


Fullerton, California (Whittier Chapter) 
Candidate for 
SOUTHWEST DISTRICT TRUSTEE, 
NSA HOME TRUST FUND 


Education: 


Graduate Huntington Park (California) High School 
Graduate Los Angeles (California) City College 
Achieved CPS rating, 1955 


Employment: 

Present—Secretary to Mr. G. W. Stewart, Operations 
Manager, Arcadia Metal Products, Fullerton, Cali- 
fornia 

Previous — Executive Secretary, Thompson 
Wooldridge, Inc., Bell, California—18 years 


NSA Activities: 


1953 Joined Los Angeles Chapter, March 
1953-1955 Charter President, Suburbanite Chapter, 
Huntington Park, California 

1955-1956 Public Relations Representative 
Chairman, California-Arizona Regional 
Meeting 
1956-57 Corresponding Secretary 
Publicity Chairman 
1957 Transferred membership to Whittier Chapter 
1958-1959 Secretaries Week and Workshop Chairman 
1959-1960 Chairman, California Division Home Trust 
Fund Committee 
1960-1961 President, Whittier Chapter 
Has attended Division and Regional Meetings 


Ramo 
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*“Dear Editor’’ 


Shirl dear, 


Or should I say “Dear Editor”? I read that fine 
book of yours as a faithful project, with great joy at its 
ever-increasing perfection. And true to form, wouldn’t 
you know I’d wait to write and say so until I “picked 
a flaw!” Not your flaw, though! 


The article on the new Billiken Chapter (April 
issue) stated “. . . a total membership of forty-nine, 
the largest group ever to be installed in the history 
aNSA...” 


Tell the author for me, with tears in my eyes and 
heart, that New York City Chapter was a group of 
ninety-odd when installed, and in turn New York City 
Chapter installed Gotham Chapter, a group of fifty- 
one. And I am sure the Nassau County Chapter 
(formerly Long Island Chapter) was a group of fifty 
even, when installed by New York City Chapter... . 


Alicia Cogan 

Member cf New York City Chapter 
and former Northeast District 
Assistant Editor, THE SECRETARY 





CHANGE OF ADDRESS NOTICE 


The change of address coupon which has been ap- 
pearing in THE SECRETARY is being discontinued. 
Headquarters will no longer accept a change of address 
for NSA members unless it is reported on Form 
NSA STF-4 which is available to all chapter treas- 
urers. We have too many complaints about nonreceipt 
of the magazine and too many copies returned to us 
by the Postal Department. Through investigation we 
find this is due largely to improper procedure for re- 
porting a change of address and by accepting changes 
from this source only we hope to correct this situation. 
The Form NSA STF-4 was designed for use in report- 
ing a change of address, so we should use it for that 
purpose. Chapter-at-large members will continue to 
write Headquarters direct when they change address 
since they have no chapter treasurer. Your full co- 
operation is appreciated and we assure you Form 
NSA STF-4 will receive our prompt attention at 
Headquarters. 


Nonmember subscribers are to notify change of 
address direct to Headquarters. 


Helen Jones 
Executive Secretary 
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PENNSYLVANIA DIVISION MEETING 
Du Bois 
June 2-4, 1961 


: CONVENTION REGISTRATION 
DEADLINE 
July 1, 1961 


AN EVENING AT 
THE HOLLYWOOD BOWL 
July 21, 1961 


HAWAIIAN HOLIDAY 
FOR SECRETARIES 
July 23, 1961 


HOLIDAY IN MEXICO 
July 23, 1961 


POST CPS SEMINARS 
August 1961 


Arriving at Convention by air? Limousine service 
is available from the Los Angeles Airport to the 
Biltmore Hotel between the hours of 8 a.m. and 
6 p.m. If you are arriving between 6 p.m. and 8 
a.m., notify Convention Coordinator Arlene Miller, 
601 South Westmoreland Avenue, Los Angeles 5, 
California. A member of the Hostess Chapter 
Transportation Committee will meet you at the 
airport. 


1961 INTERNATIONAL CONVENTION 


Los Angeles, California 


July 19-22, 1961 





Plan Now 


TO ATTEND THE 


16TH ANNUAL CONVENTION 


The National Secretaries Association 
Biltmore Hotel 
Los Angeles, California 
« 
JULY 19-22, 1961 


Come early for Stay late for 


PRE-CONVENTION TOURS POST-CONVENTION TOURS 
STIMULATING FORUMS 





